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Introduction
The Virginia Department of Rail and Public Transportation (DRPT) has prepared this
document to provide grant applicants and subrecipients of the Federal Transit

Administration  (FTA) Section 5310: Enhanced Mobility of Seniors and Individuals with
Disabilities program with information on the application requirements and
procedures for managing an award.

This document is the primary resource for the Section 5310 program administered by

Badaonl V[ gUiDbese[ VUdss[F VBA&adlRoe V-awprdirdjett DianngermeAiD] s ¢ ¢ ¥ D# k
I| gAE eehV ¢f PV [] e¢vu| A e Wwebidaro. unkapditidh ADRBTRsalf i | DF [ ¥
available anytime during the year to provide technical assistance and answer

guestions regarding specific grant programs.

State and federal grant funds administered by DRPT support human services
transportation  throughout the state and BaaUReVAE| JVAKseoesgf¢

r'To connect and improve the quality of life for all Virginians with
innovative transportation solutions. The agency works with rail and

public transportation stakeholders to provide service to people

throughout Virginia and promotes transportation options to the
general public, businesses, and community decision makers. As an
agency entrusted with public dollars, we seek the highest possible
return on investment to maximize funding and strive to implement

aj 6f VI | DHEf s £ VADZE DT | AJ £f V[ EF00VDEK V[ ] AF £S5

The Section 5310 program supports capital (including purchased vehicles and
equipment, contracted transportation services, and mobility management) and
operating costs of transportation services and alternatives beyond those required by

the Americans with Disabilities Act of 1990. The Section 5310 program in Virginia
includes three types of funding: capital vehicle purchases, operating, and other
capital, including mobility management. Capital vehicle purchases follow a specific
purchasing process administe red by DRPT. Funds are not directly provided to an
agency to use on a vehicle purchase. Operating and other capital projects are paid on

a reimbursement basis for eligible expenses.

Applications for funding are not officially approved until the Commonwealth

0| DX e1¢| [ D s¢gV: ¢Dq k¥ M; 0 :-Yadr DiprovengedrjPredgraB {SY PR e
typically D V[ FJ V; 0: ReVEULE] VA [s¢ihVafr] vliovogks¢i
is available on October 1. All Section 5310 projects have a 12 -month demonstration
period; any funds not used as of September 30 of the demonstration period will be
deobligated
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Grant Program Schedule

Each year, the application and award process for the Section 5310 program takes place
between December 1, when the application period opens, and early June, when the
CTB releases the final SYIP that contains all approved grants. To qualify for these
fundin g programs, potential applicants must complete a series of requirements
during and outside of the open application period.

The table below highlights the major process steps and informational opportunities
S¢VBAA0ORe VDX UDDVT | D¥[ UDaA10s ADJ sS¢¢VDHEKkVDIRDE kVi| ¢A
to the first day of the month (e.g., December 1 and February 1) are to be interpreted as

the first business day of the month.

d| DV 11085 ADf s¢fUDFRY DL ki AFJkud]j

—

;??}Ezfgiik\?lUAD#VIIle$5/EIT\7$2¢¢¢5EB56\7 T g d Kaj |
OOVIGE[ ] ¢/ SDDVI)] A sggtUussdgr| gi

FEggl ks¢gDI sgg VAT [sgT V[ gvajvyosi

d| D[V 11065 ADI s¢ggvajlsgk B] A Kajy v ¢
GFfJ U1 | DZEJ VD216 ADI sggUseVgr]gul cj alubDi sV
BAaOUReVg¢OSE) VI | DE[ Velse[] Ah¥

0f) UDza10s ADf s¢¢gVseilku] ValsVc] alwv

gT V[P VAKgg[ FmMValkbVyjodr AVJIiah

Baa0VJd&zDDBuDIfjevd| D¥[ ¥ 116$A'ED2’$¢ cj al| viDd B A&f
f [ DAT V] dzs]) ®VT | D[ VUDa16s ADf s¢¢ge

DX KVA DI Vi vgksegi V| ] A¢AA] ¢kDF s

BAaUVB] dj 0¢1eV | @] DBV DML ¥ #szdn AT ¢ cj &l vild 1s| s «
Migram

BAaky dzf 6¢g1eV[FP] VK| DI[Vigralvdfs

TJk)y| DDV | DEJ eV |] AEgAK] ¢k kT g| ¥

1| jejgf V[ @V[PjVU;0: hV 1105 ADZ[ oV

SEAOULVKk] kVsgV [Py UVKk| DIJTVIigrah
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drptpr _@drpt.virginia.gov

milestones in

the grant process, please

and ask to be added to the 5310 list -serv.
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FTA 5310 Grant Program Requirement ;
Certifications and Assurances

All Section 5310 applications must include execution of the Annual List of Certifications

and Assurances for FTA Grants and Cooperative Agreements ( FTA Certifications and
Assurances ). There are currently 21 categories of certifications and assurances, and
every applicant to the Section 5310 program must certify all 21 categories. Each year,

the federal document will describe which sections do not apply to the Section 5310
program.

Categories of Certifications and Assurances:

=

Certifications and Assurances Required of Every Applicant
Public Transportation Agency Safety Plans
Tax Liability and Felony Convictions
Lobbying
Private Sector Protections
Transit Asset Management Plan
Rolling Stock Buy America Reviews and Bus Testing
Urbanized Areas Formula Grants Program
Formula Grants for Rural Areas
. Fixed Guideway Capital Investment Grants and the Expedited Project Delivery
for Capital Investment Grants Pilot Program
. Grants for Buses and Bus Facilities and Low or No Emission Vehicle
Deployment Grant Programs
12. Enhanced Mobility of Seniors and Individuals with Disabilities Programs
13. State of Good Repair Grants
14. Infrastructure Finance Programs
15. Alcohol and Controlled Substances Testing
16. Rail Safety Training and Oversight
17. Demand Responsive Service
18. Interest and Financing Costs
19. Cybersecurity Certification for Rail Rolling Stock and Operations
20. Tribal Transit Programs
21. Emergency Relief Program

©ooNOoOGOAWN

=
o

=
=

cO ReUVUDZ¢uDDV A | [sTsAD] s¢fdeVDEKkVDBovL| DE A eV 1] | As |
certification to cover all the programs for which it anticipates submitting an

application. DRPT will provide the FTA Certifications and Assurances form to

applicants through its online grant management system. Compliance with applicable

certifications and assurances and circular provisions is required as a condition of

DRPT Connects 8
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funding. Once available to the applicant, this document should only be signed by

DX VDA ] ¢ AsReV]Mm] Av[ sdg Vks| ] A ¢|1VagDl kVAE D[ | Vg| VD
who can provide documentation showing signing authority on behalf of the

agency.
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Overview of the FTA 5310 Program

This section provides a general overview of the FTA Section 5310 program, identifies
who can apply, describes what types of projects could qualify for funding, and
provides subrecipient terms and requirements.

Program Description

The FTA Section 5310 grant program supports transportation services for seniors (ages

65 and older) and individuals with disabilities (not restricted by age). This is a
discretionary grant program, and applications are considered on an individual basis
each year. An award of funding in any year does not guarantee future funding awards.

It is expected that programs will identify and secure additional funding from other
sources to support the cost of transportation service S.

All demonstration periods under the FTA Section 5310 program are 12 months. These
grants follow the federal fiscal year: all grants begin on October 1 and end on
September 30 of the following year.

Program Goals

The purpose of the FTA Section 5310  program is to improve mobility for seniors and
individuals with disabilities by removing barriers to transportation services and
expanding the transportation mobility options available. The program requires
coordination with other transportation programs a nd services to make the most
efficient use of federal resources. This program is available to agencies that are
proposing services outside of their current mission or operations. Funding is not
available to subsidize general operations or replace (supplant ) funding from another
source.

This program provides grant funds for capital and operating expenses for:

91 Public transportation projects planned, designed, and carried out to meet the
special needs of seniors and individuals with disabilities when public
transportation is insufficient, inappropriate, or unavailable;

1 Public transportation projects that exceed the requirements of the Americans
with Disabilities Act (ADA) of 1990 (42 U.S.C. 12101 et seq.);

1 Public transportation projects that improve access to fixed -route services and
decrease reliance on complementary paratransit; and

1 Alternatives to public transportation projects that assist seniors and
individuals with disabilities with transportation.

DRPT Connects 10
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All projects must be planned, designed, and carried out to serve the eligible
populations :seniors (ages 65 and older) and people with disabilities.

FTA Source of Funding and Circular

The FTA Section 5310 program is authorized under the Infrastructure Investment and
Jobs Act (IIJA), also called the Bipartisan Infrastructure Law, signed on November 15,
2021 (Statutory Reference: 49 U.S.C. Section 5310). There have been no rule changes
since the IIJA passed that affect the FTA Section 5310 program. On July 7, 2014, the
Federal Transit Administration (FTA) published the Final FTA Circular FTA C 9070.1G,
which continues to regulate this funding stream.

Please referto c 0 Re ¥ d3] amdb €ifcylar (FTA C 9070.1G)  for specific compliance
information and the full FTA Section 5310 program guidance.

Alloc ation of Funds

Under the FTA Section 5310 formula, funds are allocated to the recipient (DRPT)  using
U.S. Census data on seniors and individuals with disabilities, specifically collected
through the American Community Survey (ACS).

The Metropolitan Washington Council of Governments (MWCOG) is the designated
subrecipient of Section 5310 funds for the urbanized Washington, D.C., Maryland, and
Virginia area, and applicants serving this area should apply for that program through
MWCOG.

All eligible applicants in rural areas, small urban areas, and the large urbanized areas
of Richmond, Roanoke, and Virginia Beach in Virginia should apply to DRPT for
funding to support projects under Section 5310 in accordance with this guidance
document.

Of the total FTA Section 5310 funds available and allocated to DRPT , FTA apportions:
60% TO LARGE URBANIZED AREAS

1 Richmond, VA

1 Roanoke, VA

1 Virginia Beach, VA

f Washington, DC  OVA OMD (managed by Metropolitan Washington Council of
Governments)

20% TO SMALL URBANIZED AREAS

1 Blacksburg, VA
9 Bristol -Bristol, TN -VA

DRPT Connects 11
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Charlottesville, VA
Fredericksburg, VA
Harrisonburg, VA

Kingsport, TN -VA
Lynchburg, VA

Staunton -Waynesboro, VA
Winchester, VA

= =4 =4 =4 -4 4 4

20% 1O RURAL AREAS

Each area (Large Urban, Small Urban, Rural) has a specific amount of funding available

for DRPT to then allocate to projects within that area. Projects are determined to be
rural, small urban, or urban based on the initiating service area. For example, if the

project begins in a rural area and takes rural residents to locations in an urban area ,
but does not transport residents of th e urban area, it is considered a rural program.

DRPT Connects 12




DRPT

(xxy
A e R A Thon Section 5310 Guidance and Procedures

Program Eligibility and Submission

DRPT has flexibility in how it selects subrecipients for Section 5310 funding and uses a
competitive and discretionary application process that is outlined in the state
management plan. Subrecipients of this funding can include states, local government
authorities, private nonpro fit organizations, and/or operators of public transportation.

Designated Recipients and Eligible Applicants (Subrecipients)

DRPT administers the FTA Section 5310 program as the designated recipient, with
direct oversight from FTA, for the following areas in Virginia:

9 Rural Areas (less than 50,000 people);

1 Small Urbanized Areas / UZAs (at least 50,000 people but less than 200,000
people); and

1 By mutual agreement, the Large Urbanized Areas / UZAs (200,000 or more
people) of Richmond, Roanoke, and Virginia Beach.

The Metropolitan Washington Council of Governments ( MW COG) administers the
FTA Section 5310 program for the Northern Virginia jurisdictions, including the City of
Alexandria, Arlington County, City of Fairfax, Fairfax County, City of Falls Church,
Loudoun County, City of Manassas, City of Manassas Park, and Prin ce William County.
Eligible applicants serving the Northern Virginia area apply to the COG.

Federal guidelines allow DRPT to award FTA 5310 funds to eligible subrecipients, as
designated by DRPT.

ENTITIES ELIGIBLE TO APPLY FOR 5310 FUNDING ARE :

1 Private nonprofit organizations

1 State or local governments that (1) are approved to coordinate services for
seniors and individuals with disabilities, or (2) certify that there are no
nonprofit organizations readily available in the area to provide the service;
or operators of public transportation that receive FTA 5310 grant funding
indirectly thro ugh a recipient

1 Public transportation operators

Subrecipient eligibility is maintained by complying with grant requirements. Failure
to comply with grant requirements, including mismanagement of grant funding, can
result in the termination of the grant, refund of full or partial grant proceeds, and
inel igibility for future grant opportunities with DRPT.

DRPT Connects 13
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Coordinated Human Service Mobility Plan

The FTA requires that any activity funded under th e 5310 program be supported by a
coordinated transportation plan that assesses current services and transportation

needs of seniors and people with disabilities, identifies strategies to address service

gaps, and sets priorities for project implementation.

B & 4 0 ROmordinated Human _Service Mobility (CHSM) Plan identifies the
transportation needs of individuals with disabilities, seniors, and people with low
incomes; provides strategies for meeting those local needs; and prioritizes
transportation services and projects for funding and implementation. The CHSM Pl an
is a single statewide plan that contains regional elements as chapters . The regional
boundaries identified in the CHSM are the same as those used by the Virginia
Department of Social Services and other Commonwealth agencies that also provide
transportation support. DRPT requires that projects selected for funding be consistent
with the goals and activities prioritized of the region or regions of which the project is

a part. FTA 5310 applicants are required to participate in the CHSM Team meetings

each fa Il prior to the opening of the grant cycle.

The CHSM Plan is updated on an ongoing basis with participation from the public and
stakeholder groups, which provide input on unmet needs and help identify strategies
for action.

To view the most recent version of the ~ CHSM plan, visitthe Ba A0 Re V i3 aes [ |

Funding Opportunities and Match Requirements

There are three funding opportunities currently available through the 5310 program:

1.CAPITAL OVEHICLE PROJECTS
FTA refers tfo as Traditional Section 5310 Projects

Applicants under this project type may request replacement or expansion vehicles.

E]fs/AO6] eV AKve [ VAaj Vv A ¢ge] ¢V 1 | ¢AVBAAGROTV A] ¢uV ¢l V DaizD5s
vehicles through a standardized process and retains a lien on all vehicles purchased

through t his program.

Capital - Vehicle projects have an 80% federal match and require a 20% local match
toward the actual vehicle cost or amount adopted in the Six -Year Improvement
Program (SYIP), whichever is less.  The local match is required before the vehicles are
ordered and is requested to be provided by check typically in the fall following the

grant award. In no case will DRPT provide direct funding for an applicant to purchase

a vehicle . If vehicle availability and price fluctuations necessitate a different process or
timeline, DRPT will communicate this directly with those affected.

DRPT Connects 14
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Vehicle costs are limited to the amount approved in the SYIP and are included in each

s DA ReV il | D[ VUDz106s ADf s¢¢VegV[iDf Veval|]j £As1s] ¢] eV A£D:
vehicle is customized, if actual costs are greater than the amount approved in the

SYIP, itis the responsibility of the subrecipient to provide the difference directly to the

vendor. If actual costs are less than the amount approved in the SYIP, the difference

sSgUTJ k] | DOVIUvgkoeVUdRs ooV | ] ADs¢lUs¢gUBAAOGReVI | ¢T | DAVI v
rfvVseV[fjVeval] Asis]¢f/ReV|Joerggosasos| VDMV dz | sT s
Sales Tax Exemption is separate from the IRS Tax Exemption provided to 501c3

organizations. If the subrecipient is not exempt from sales tax, the sales tax can be

added to the total vehicle amount so long as the total does not exceed the amount

approved in the SYIP. By default, no vehicle quotes will include sales tax, so please let

the vendor k now if your organization is responsible for paying this tax.

2. OPERATING PROJECTS
FTA refers to as Non -Tradlitional Section 5310 Projects

Operating is the  delivery of service (trips) beyond existing public and human service

transportation options . It can also be thought of as expanding paratransit service

beyond the minimum requirements of the Americans with Disabilities Act (ADA).

Operating projects have a federal share of 50%. As funds allow, the state provides a

UOEVAD] AF V1 | ¢AV[F] Ve[ Df]JRevVIDIDf | D¥es[ViuvégkehVar]
local match.

Eligible activities include :

1 Expanded paratransit (beyond % mile)

Expanded hours

Same -day service

Door -to -door service

Travel training

Vouchers (volunteer, taxi, human service)

Publicly available transportation to seniors and individuals with disabilitie S

=A =4 =4 4 -8 4

Transportation that is provided to a set client base is not public and is not eligible for
operating support. Therefore, organizations such as CSBs are not eligible to apply for
operating.

3. OTHER CAPITAL PROJECTS
FTA refers to as Traditional Section 5310 Projects

Other Capital projects are capital projects that fall outside of a vehicle request. Other
Capital projects have a federal share of 80%. As funds allow, the state provides a 16%
ADJ /P V1 | ¢ AV [ partfamsif fiDFs[foRref  -vehicle purchase projects , therefore,
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these projects require a minimum of a 4% local match. Eligible projects and activities
include:

1 Mobility Management
o0 Intended to improve coordination between existing public and human
service transportation providers; does not include the cost of trips or
providing transportation
o Trip planning and coordination across agencies
0 One -call/lone -click systems

9 Travel training

9 Capital cost of contracting for services
0 Using a federally compliant procurement process to contract with a
transportation provider (such as a turnkey service)

9 Other capital purchases, such as: radios and communications equipment,
wheelchair lifts and restraints, vehicle rehabilitation, computer hardware and
software to be used for transportation programs, and Intelligent
Transportation Systems (ITS)

Other capital purchase awards are uncommon and must follow a federally compliant

procurement process.

iJJV 117¢ksmMVrh hVUDZEKkVrh: hvTg|V[P]Vch ReVdse[ V¢l
discretion to place limits on which project types are accepted.

Sources of Local Match

For all Section 5310 projects, all local match must be provided from sources other than
U.S. Department of Transportation (DOT) funds, and must be a cash match rather than
in-kind support. The local match may be derived from other Federal funds that are
eligible to be expended for transportation. It is up to each subrecipient to verify the

eligibility of funding toward a local match.

Grant Priorities

DRPT has established three funding priorities in rank order

PRIORITY ONE: Continue support for existing Section 5310 programs; prioritizing capital
[ gUVAK]J TV PF]UclO ReVASESALAUVI ugksgiT U Jtus|] A] ¢f e
PRIORITY TWO: Increase publicly available services to the Section 5310 population.

PRIORITY THREE: Expansion vehicles for existing client -based transportation programs.
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The Section 5310 program is highly competitive. Funding is prioritized for applicants
who are ineligible for FTA Section 5311 or other federal transportation funding.
Applicants who are eligible for Section 5311 funds should incorporate their projects
into their standard operating and capital applications prior to seeking Section 5310
funding. Applicants who are eligible for Section 5311 or other federal funds and choose
not to use these sources may not be awarded a Section 5310 grant and may not have
their project incorporated into the Section 5311 application after the fact.

Priority One : To continue assistance for current FTA Section 5310 subrecipients for
capital vehicles, operating, and other capital projects, including mobility
management. Capital funding categories are prioritized first, followed by operating,
to ensure that DRPT meets the minimum requirement to expend at least 55% of each

DA DReVDIAI¢| [SELA] ¢ VggV AEDAS [ DOVI| O] £ eh¥r ¢V DDOV
demand for transportation service for seniors and individuals with disabilities, a need

for governme nt subsidy, and a commitment of local financial and administrative

support.

Priority Two : To expand the availability of publicly available transportation services for

the FTA Section 5310 population. This could include any of the eligible project types 6
capital vehicles, operating, and/or other capital Oand may not be offered on a client -
or customer -only basis.

Priority Three : To expand the availability of client - or customer -based capital
transportation services. This includes providing expansion vehicles to current Section
5310 subrecipients for client or customer -based services.

Application Submission

Applications for funding for all DRPT grant programs must be submitted through

B 4 & 0 6hbn& grant management system . DRPT will not accept applications in any
other manner than through the online system . Organizations eligible to receive
funding must  first set up an account in the online system to create, edit, and submit
an application.

Applicants must submit a separate application for each funding opportunity they are
interested in applying for. The three funding opportunities in the online grant
management system are:

f  FTA 5310 Human Services Grant Program  OCapital -Vehicles OFYXX
f  FTA 5310 Human Services Grant Program  OOperating OFYXX
f  FTA 5310 Human Services Grant Program  OOther Capital OFYXX
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Many questions in each application are the same, but include specific information
required for that type of funding opportunity. An applicant applying for more than

one funding opportunity may use the same narrative in each application, if the
requests are for the same program. For example, if an organization is requesting
funding for three replacement vehicles and operating support to all be used for the

same program, they would fill out a Capital -Vehicle application and an Operating
application and would use the same narrative for the Project Needs, Goals, and
Objectives section.

Organizations are not permitted to apply for funding or vehicles on behalf of other
organizations ; the organization that submits the application must be the same

agency that would ultimately receive funding and/ or vehicles and sign an award
contract. Any organizations that had been receiving funding or vehicles as pass -
through from another agency must establish their own accounts for use moving

forward.

Application  Selection Process

Before beginning the application process, please ensure Yyour organization is eligible
to apply for the FTA Section 5310  grant, as well for the specific project type . Completed
applications with required attachments that are submitted on time will be included
s¢VBAaaAOReV A¢ A1 ] [ s [ s dzjPiodtsawjll Befegaltiated baked &) (1 Grant
Priority; (2) Project Needs/Goals and Objectives; (3) Technical Capacity; (4)
Coordination Efforts; (5) Project Merit/Reach; and (6) Ability of Applicant to Comply

with State and Federal Requirements (grant history). Ineligible applications will not be
considered.

Additionally, DRPT will consider the following as part of its review:

1 Applications for a replacement vehicle will be evaluated based on the
dzj # s E6] Re VDA ] | Vdsf s A£F Vs e-SerEbaddimandiptjthe V v e s ¢ 1 ¥
date of manufacture, condition, and mileage. Applicants must identify in
the grant application the vehicle identi fication number (VIN) of each
vehicle that will be replaced. Applicants will be required to provide
information on the usage of the vehicle, including ridership data, to
evaluate vehicles for replacement or expansion. For requests for expansion
vehicles, s ubrecipients must provide in the grant application sufficient
data and analysis to demonstrate need for expansion of its rolling stock

<
—

-~
—

Asset Management (TransAM) system and have up dated asset data, as
required, by February 1. All  ridership data for the life of the vehicle should
AaJ Vol kDI kVs¢gVUBAAOReVEZgOSE] VI | DE[ Velse[] Al V DB
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transportation for seniors and individuals with disabilities, and the project
must align with the current CHSM plan

9 The proposed service plan includes a maximum utilization of vehicles for
transporting transit  -dependent seniors and/or passengers with disabilities
in the area.

0 Projects that propose to provide regular transportation with vehicles
in use throughout the day will be prioritized over requests for
vehicles that will be generally parked and used as needed. For
example, a transportation program that provides medical tri ps
Monday through Friday during business hours would receive
precedence .

1 The application includes supporting data such as ridership projections and
trip purposes.

1 DRPT encourages the creation of service coordination partnerships among
transportation providers and/or organizations. Coordination agreements
should be documented and signed by all participating agencies. Examples
of written coordination agreements include memoranda of understanding
(MOU) and lease agreements. All lease agreements are subject to
additional review and approval from DRPT.

1 Implementation of a sound comprehensive service management plan.

9 Financial and management capabilities, particularly in assuring capital
match and operating funds.

Upon completion of the evaluation process, DRPT includes the recommended

applications and allocation in the Draft Six -Year Improvement Program (SYIP).
I110s/AD#[ eV ADISV | ] dzs] &3V [ FJ Uk | DA J VigraveggiBadaanReV &

application was recomme  nded for funding. Upon final approval of the SYIP by the

Commonwealth Transportation Board, DRPT will notify successful programs and

include grant management guidance, as appropriate.
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Project -Specific Requirements and
Responsibilities

Capital -Vehicle Projects

The FTA Section 5310 program for vehicle projects does not provide direct grant

TugksgiT V[ [gToeval|] As1s] ¢fehV BaA&aaV dgsoo6V 1v| A£F DB] U DD ¢
vehicle contract(s). It is the responsibility of the subrecipient to complete the vehicle

options ef JJ [ Uss [ P U[ P] Ve[ D] ReV/AEgg[ | DZE[ ¢ | VDA [ J | V[P U
Subrecipients must maintain a combined single limit of insurance coverage of at least

$1 million on FTA -funded vehicles and must submit proof of insurance annually.

Subrecipients must carry enough insurance to replace any FTA -funded equipment,

such as van lifts and other apparatus.

Incidental Use of Vehicles

FTA encourages maximum use of vehicles funded under the program. In all instances,
vehicles must be used first for program -related needs in accordance with the
approved application.

Federal policy does allow some incidental use if the other program or project uses are
currently or were previously supported with federal funds. Further, the incidental

service may not compete with a public transit service and must not meet the
definition of a charter service. This use is considered incidental if it does not interfere

with the program use outlined in the application and is limited in time. Requests for
incidental use of vehicles must be submitted to DRPT in writing on an annual

basis for a pproval before engaging in such services.

If approved in writing by DRPT, the incidental use may begin and must be separately

tracked from the Section 5310 service. Miles driven for incidental service do not count

against the service life of the vehicle, and a report of incidental miles driven is required
to be provided to DRPT onasemi  -annual basis by January 15 and July 15.

Any costs associated with the incidental service must be covered by sources of
funding other than the Section 5310 program and DRPT. In no case may Section 5310
funds be used to fund an incidental service.

Operating Projects

Operating Project s are issued on a reimbursement basis. Costs must be incurred
before payment is made. All costs charged to DRPT -assisted projects must be

DRPT Connects 20




DRPT

(xxy
A e R A Thon Section 5310 Guidance and Procedures

supported by properly executed payroll, time records, invoices, contracts, or vouchers
evidencing in detail the nature and propriety of the charges. Additional backup
documentation is required depending on the type of award. Operating expenses are
reimbursed based on net operating expenses (operating expenses less fare revenues).

Operating Budget

Applicants requesting  operating support  must complete and attach a 12  -month line -

item budget using the template provided in the funding opportunity . The budget
period is October 1 through September 30. For an example
OF ] U: OKkTJ [ VIMA 6V so6] VsgAOuvKk] eV [ BV [ DAej Vi:vuvki][R
1 Budget Tab:
0 Using one row per item, list each item for which you are requesting
funding and list the total amount requested in the appropriate column
(Columns B through H).
A Add more rows as needed to complete the spreadsheet.
o For agencies requesting assistance with fuel, maintenance, or
Sgev|DZEA LY TTTIV[gu[i]Vsgl gl ADF s¢¢ V| ] 7 D] ks

below.

o For agencies requesting indirect/administrative assistance that have a
Negotiated Indirect Cost Rate Agreement (NICRA), enter the NICRA
percentage in G27. Agencies that do not have a NICRA may request up
to the de minimis rate of 10% and should enter this amount in G27.

9 Fuel, Maint, Ins Tab

o If requesting assistance with fuel, maintenance, or insurance, u se this
tab. This sheet will automatically calculate the project fuel,
maintenance, and insurance and input the totals in the correct lines on
the Budget tab.

A Enter the total annual budget for each of these three expenses in
column B.

A Jgf]|Visgu| VDI| ¢AESReV|[ ¢/ DBVI B[ VUSETEEBU,

A In column D, enter the number of vehicles to be used for the
proposed project.

A Enter the total number of weekly service hours in column E.
A Enter the proposed number of project service hours in column F.

Please see Appendix I.C. for a sample line  -item budget.
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Other Capital Projects

Other Capital Project s are issued on a reimbursement basis. Costs must be incurred

before payment is made. All costs charged to DRPT -assisted projects must be
supported by properly executed payroll, time records, invoices, and contracts
evidencing in detail the nature and propriety of the charges. Vouchers are not eligible
for reimbursement under Other Capital. Additional backup documentation is

required depending on the type of award.

Mobility Management

2 43s50s[IsV AD¥ DA ] K] ¢[ V1 | DEJVavkiJ[V|]Jtuv]e[feTef DDOV
salaries, except in the case of local or regional one -call/one -click systems, which do

¢é[ VP DIz VDI OSAS|[ Vg V[ F]VEUVAKA] | VT V] A1 O¢IS] T eR\?eDZSDi
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and implementing coordinated transportation, trip planning (all travel modes), and

transportation arrangeme nts, including the development and operation of a local or

regional one -call/one -click system to fill gaps in service for seniors and individuals with

disabilities.

>~

Marketing and advertisement of transportation and/or mobility management

services may not exceed 10% of the total project cost less equipment or $10,000,

whichever is less. Marketing and advertisements must be directed toward the

eval] As1s]¢fReV Edos] ¢feV ¢g|V E6s] ¢f VT |¢vieV Mer] AEsi
disabilities) and must describe or promote the transportation services being offered.

Eligible expenses include advertising, marketing, and promotional media;

communication services (telephone service and postage); and printing and

reproduction of marketing materials. Copies of any adver tising, marketing, or

promotional materials will be due to DRPT with reimbursement requests including

the cost for these items.

Bus wraps and on -vehicle signage to promote services are considered to be an
expense separate from marketing as described above and may be included as a
fevIiI OISRV A¢ e-ftembytddef. 7 | Vos ¢]

Other Capital , including Capital Costs of Contracting

Other capital projects such as contracting for transportation services, scheduling and
trip planning software, and Intelligent Transportation Systems (ITS) must be identified
under the Other Capital section of the grant application.
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Other Capital Budget

Applicants requesting  support for mobility management and other capital purchases,
including contracted transportation services, must complete and attach a 12  -month
line -item budget using the template provided in the funding opportunity . The budget
period is October 1 through September 30.

OF ] V:0vKkT ][ VIMA 6Vl so] Us¢gAouvk]oelU[ i3V [ DA Vi:uvki]J[R
1 Budget Tab:

o0 Using one row per item, list each item for which you are requesting
funding and list the total amount requested in the appropriate column
(Columns B through H).

A Add more rows as needed to complete the spreadsheet.

o For agencies requesting assistance with fuel, maintenance, or

sgeu | DZE A LV JTT] V[ gU[P]Usgl gl ADF s¢g¢gV ] 1T DE ks
below.

o For agencies requesting indirect/administrative assistance that have a
Negotiated Indirect Cost Rate Agreement (NICRA), enter the NICRA
percentage in G27. Agencies that do not have a NICRA may request up
to the de minimis rate of 10% and should enter this amount in G27.

1 Fuel, Maint, Ins Tab:  Other Capital Projects are not eligible to apply for Fuel,
Maintenance, or Insurance.

Please see Appendix I.C. for a sample line  -item budget.
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Budget Guidance

Ineligible Expenses

The following is anon  -exhaustive list of ineligible expenses for all project types . Please
direct any questions regarding specific expenses to the DRPT Human Services Transit
Programs Manager and refer to 2 CFR 200: Uniform Administrative Requirements,

Cost Principles, and Audit Requirements for Federal Awards

Ineligible expenses include but are not limited to:

9 Transit passes or vouchers for use on existing fixed -route or ADA
complementary paratransit service

1 Operating assistance for required ADA complementary paratransit service

1 Rent, mortgage, or other office -space related fees or expenses (see indirect
cost section)

1 Furniture, artwork, and other non -functional items

1 Food, including business or outreach lunches and alcoholic beverages

1 Clothing, including  promotional items,  staff uniforms , and cleaning fees

1 Membership dues

9 Training, certification, or credentialing fees, including notary registration and
renewal

1 Promotional giveaways, including gift cards and recognition gifts

1 Gas cards

1 Gas taxes or fees

1 Employee mileage in personal vehicles, rented vehicles, or costs associated
with the operation of an agency vehicle available for personnel use

1 DMV registration

9 State inspection

1 Local taxes, including property tax

1 Late fees for any purpose

9 Non -routine maintenance, including transmission replacement/rebuild and

engine replacement/rebuild

I Maintenance on vehicles that were not purchased through the Section 5310
program

1 Gas for vehicles that were not purchased through the Section 5310 program

1 Expenses related to any DRPT application or grant management process,
including but not limited to costs to place public notices

1 Event fees or expenses, whether hosted or attended by a DRPT subrecipient

Fundraising expenses

1 Certain marketing/promotional expenses, including the cost of promotional
items or gifts

=
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Indirect Costs

Indirect costs are eligible for FTA Section 5310 funding but must meet specific
requirements and be approved by DRPT for funding.

Applicants that intend to request support for indirect costs must provide a Negotiated

Indirect Cost Rate Agreement (NICRA) from a federal agency or use the de minimis

rate of 10% of modified total direct costs (MTDC) (2 CFR 200.68). MTDC for the purposes

of these grants includes all direct salaries and wages, applicable fringe benefits,
materials, and supplies, and up to the first $25,000 of each sub award. Other expenses,

such as travel and services, which are typically included in MTDC, are not eligible for
reimbursement under this grant program because those direct expenses are not

eligible under this grant program. Equipment and other capital expenses are not

included in MTDC.

Applicants with a NICRA with the FTA or other agencies may submit the approval
documents with their application for consideration. Applicants electing to seek the de
minimis rate may request up to 10% of the application budget in indirect costs without
pro viding a NICRA. Applicants requesting indirect support must explain in a budget
narrative attachment what the costs will cover. If awarded support for indirect costs,
the applicant cannot request reimbursement for any direct costs listed in the indirect
cost plan. For example, if an applicant elects to request 10% of modified total direct
costs to cover financial and administrative support, it may not request reimbursement
for direct financial or administrative staff time.

Expenses that are solely eligible for indirect support include:

1 Rent, mortgage, and expenses associated with office space, including
depreciation, debt interest/service, and operations and maintenance
expenses

I Utilities

1 Administrative, clerical, and office maintenance and cleaning staff salaries
and benefit s

i Executive staff salaries

Procurement

All items purchased with or contracted for using grant funds must comply with all
federal procurement requirements. Before any advertisement or solicitation to
purchase an item, the subrecipient must submit procurement documents to DRPT

for review and appr oval. All Federal Contract Clauses are required to be included on
proposals, contracts, and purchase orders. DRPT has developed checklists for Micro,
Small, and Large purchases that must be completed by the subrecipient prior to
solicitation.
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AND PUBLIC TRANSPORTATION

Independent Cost Estimate

In the grant application, a  pplicants must attach an Independent Cost Estimate (ICE)
for all procurements over $10,000 using grant funds. The ICE will be used to determine
the eligible project cost and is required for all procurements with grant funds
regardless of cost.

Acceptable methods to obtain an ICE include:
91 Publicly published price lists
Recently invoiced prices
Comparable purchases by other agencies

Outreach/market surveys

= =4 =4 =4

Third -party estimates

All ICEs must document the date of the estimate and name of person who developed
it. A vendor that provides an estimate cannot be awarded the contract.
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List of Required  Attachments

The following documents are required for all application s. Project specific
attachments are indicated below, as well as additional guidance for specific
attachments.

9 Articles of Incorporation/Charter for first -time applicants or in the case of

revision since the time of the last application.
1 IRS Letter of Exemption (501c3, etc.).
9 Title VI plan dated within three years of the application due date.

o If the Title VI plan is outdated, the applicant should include
information about its update process and include the date on which
the new plan will be implemented.

o If the applicant is new and does not have a Title VI plan, it should
SEAOUVK] VDZ VD] [ D#EF K] ¢ [ Vsg¢ ks EDJ s¢i1 V[ F]JUDI] ¢
establish a Title VI plan upon award; DRPT will provide a template
for this purpose.

1 Copy of public notice printed in area newspaper, dated no later than two
weeks before the application deadline.

0 The public notice must be a true public notice printed in the legal
section of an area newsletter; advertisements and columns are not
acceptable.

9 List of local transportation providers contacted, including all public, private,
and human service agencies.

0 Letters of support from non -transportation providers may be
included but are not considered as part of application scoring.

9 One copy of the letter of notice to local transportation providers
1 Response letters from human service or transportation agencies

1 Copy of letter of notice to MPO for your proposed service area, dated no
later than December 31, 2023 (small and large urbanized areas only)

o If your service area crosses multiple urbanized areas, then a letter
must be sent to every MPO in your service area.

1 Quarterly Report for this application year with each applicable Work Plan
filled out (Excel file; template provided)

1 Completed Quarterly Report spreadsheet for the previous grant year (Excel
file)
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demonstrate that the organization is not debarred; the check must
contain the Unique Entity Identifier (UEI) and be unexpired.

91 Letter(s) of commitment or MOU(s) if the proposed application requires
partnership(s) or other arrangement(s) with another organization to
succeed. These should be true commitment letters and not letters of
support.

Capital 7 Vehicle Application Attachments
1 Copy of vehicle insurance package

91 Preventive Maintenance Plan and schedules

Operating and Other Capital  Application Attachments
9 Budget (Excel file; template provided)
1 Independent cost estimates (if relevant to project)

1 Job descriptions for any grant ~ -supported position (optional)
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Requirements to Apply

All Applicants

Title VI Plan

Subrecipients are required to develop and implement a Title VI program. Applicants
with existing Title VI plans are required to submit a copy of the plan dated within the
three years prior to the application deadline. This plan is required prior to grant
execution. For assistance with developing a Title VI plan, please contact the Human
Services Transit Program s Manager.

Public Notice

Applicants are required to develop and publish a public notice of intent to apply for

an FTA Section 5310 grant. This notice must be placed in the public notice/legal
o] A s¢¢g Vgl UDIg] o1 D2 ] | VI VI]¢g] | DDVAES| AvODI sggVsgv]
appear for a duration of at least one day and be placed at least 14 days before the
appl ication submittal deadline. For the FY 202 5 grant cycle, the public notice should
be advertised by or on January 18, 202 4. The notice must include relevant application
information, including the grant name, vehicle quantity (if applicable), and funding
amount (all Section 5310 grants), as detailed in the example below. The notice may not

be placed as an advertisement or as a notice of public meeting without providing the
details of the application and method of providing comment. A scanned or
downloaded copy of your notice as printed in your local paper must be attached to

the application.

Please see Appendix I.D. for a sample public notice.

Notification to Local Transit and Transportation Providers

Applicants are required to contact all local human service, private, and public transit

providers in their service area to advise them of their intent to apply for a grant. The

agencies contacted should include, at a minimum, every agency that attends the

Dz16s/AD#[ ReV |1 s¢ggDDV; | i 2VA]][s¢T VDXKUDZEISVE[FP] | V]S
be found through  the Transportation Finder on Virginia Navigator

Applicants are expected to look for opportunities to work with these other agencies

to share resources and offer mutual support. It is a priority of the FTA Section 5310
program to ensure that the greatest amount of productivity possible will be realized
for seniors and people with disabilities through these awards. It is often possible for
agencies to coordinate transportation services to eliminate duplication, or to share
equipment and resources.
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Applicants should submit one sample letter of notification forwarded to each type of
transportation provider in their service area and a list of all private nonprofit, private,

and public transportation providers contacted and informed of your intent to ap ply
for FTA Section 5310 funds.

Any return letters received from the agencies contacted should be included as
attachments with the application. Letters of support should not be sent to DRPT,;
any letters received by DRPT will not be considered during the application review

unless they are also attached to the application by the applicant.

Please see Appendix I.E. for a sample notification letter.

Intergovernmental Review

Non -Urbanized Areas

Regional intergovernmental review of FTA Section 5310 projects in non -urbanized
areas is not required, but applicants may choose to send a letter to their local Planning
District Commission(s) to notify them of the proposed project and application.

Urbanized Areas

Applicants in the urbanized areas must notify their Metropolitan Planning
Organization ( MPO) of their intent to apply for FTA Section 5310 funds. Letters must
be sent to the MPO no later than December 31, 2022. Applicants that do not send
letters to the MPO or do not meet this deadline will not be eligible for funding.

As with the public notice, letters to the MPO must include the details of the grant
program and application, including the amount sought.

FTA Section 5310 applicants must request that the proposed project be included in
the annual element of the region's Transportation Improvement Program (TIP) after
DRPT has recommended the project for approval. A TIP is a transportation plan that
must be d eveloped for each urbanized area as a condition of funding. The
comprehensive planning process results in plans and programs that are consistent
with the development of the urbanized areas. The Annual Element is a list of
transportation improvement project s proposed for implementation during each
transportation program year. Each urbanized area has its own annual elements.

MPOs may send a return letter to the applicant acknowledging receipt of the letter of

intent to apply and stating that the project will be included in the TIP if funded. This is

not a requirement of the MPOs, but something that may be done as a courtesy to the
applicant to provide a letter to attach to the application.

Please see Appendix I.F. for a sample notification letter.
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Quarterly Report

Quarterly Report

All applicants must complete a Quarterly Report projecting their project performance
throughout the grant period . Each project type has a defined set of metrics to track
and report on throughout the year , called a Work Plan . Each project may develop
additional metrics, as appropriate, to show the impact of the program.

The Quarterly Report Template (excel spreadsheet) and Guidance can be found as
attachments in the online funding opportunity. The Guidance gives additional
information about how to report on the metrics, as well as on whether the metrics are
required or optional. Guidance can also be found in the Grant Management section of

this document, under Chapter 5: Performance Reporting.

There are a total of four Work Plan s: All Projects, Operating, Other Capital/Mobility
Management, and Capital  -Vehicle. The Work Plans are separated into tabs along the

bottom of the spreadsheet. ALL applicants mustfill out the relevant metricsin  the All
Projects Work Plan , as well as the Agency Profile (first tab) . The other Work Plans are
required based on the type of award applied for . For example, an agency applying for
Operating support and a replacement vehicle would fill out three Work Plans in the

Quarterly Report: All Projects Work Plan, Capital -Vehicle Work Plan, and Operating
Work Plan.

Note :

1 I¢gVDH EPDET] VI | ¢AVI| s¢]| Vis] DAVelitle prpjdctowill | A ¢ o ¥ ;
also be required to submit a Quarterly Report  (i.e., if you only receive
vehicles through 5310, you will now be required to submit performance
metrics ).

1 "Eligible population” for 5310 is always defined as people with disabilities
and/or people 65 years old or older.

1 When reporting on all Capital -Vehicle related metrics,  you will report out
data from 5310 vehicles ONLY.

Please see Appendix I.G. for an example of the Quarterly Report.

Capital -Vehicle Applicants Only

Preventative Maintenance Plan

Subrecipients receiving capital vehicles or equipment must have a written
maintenance plan for those vehicles and all related equipment. Elements of the plan
must include the following:
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9 Standards for proper care and longevity for the vehicles, including defined
intervals for preventative maintenance (such as oil changes at every 5,000 -
mile interval);

9 Procedures to maintain project equipment at a high level of cleanliness,
safety, and mechanical soundness;

9 Procedures to maintain all accessibility features and equipment in good
operating condition;

9 Procedures to track when preventive maintenance inspections are due
and to schedule preventive maintenance inspections in a timely manner
(plans must specify mileage intervals for preventative maintenance);

1 Procedures to maintain files that contains daily logs, inspection checklists,
and repair records; and

1 Procedures to maintain pre -trip inspection program that addresses vehicle
condition, appearance and cleanliness, safety and ADA accessibility.

Preventive maintenance records will be inspected by DRPT to ensure proper
maintenance and inspections are conducted when due.

Asset Data/TransAM

Subrecipients are required to record and maintain accurate asset inventory and data

s¢V BA4A4OGReV G| D¥es[V ee] [V ¥rdDxADA)] \Kiex A Gubrdsipignj AV M
receives a vehicle that was purchased through a Section 5310 grant, the vehicle should

be entered into TransAM within two business days. The required inspection

1Da] | i3¢| 6VAve[Va] VAELAKI O] [ kUDZKkV] AD5 6] kVaD#ABV [ ¢V B
Program Manager within two business days.

Only vehicles purchased with funding managed by DRPT (i.e., Section 5310 funding)

can be recorded in TransAM. Section 5310 subrecipients cannot use this system to

manage vehicles that were purchased with other funds, even if they are projected to

be replac ed with Section 5310 funds. Any vehicles in the system that were purchased

with other funds should be deleted. DRPT is seeking to maintain this system as a

record of the vehicles for which it provides oversight.

The fleet of Section 5310 vehicles requires mileage, service status, and condition
updates at least twice per year, by January 15 and July 15 .

When an agency replaces a vehicle, the old vehicle should be marked as a spare or
disposed in TransAM, as appropriate. A replacement vehicle should be a true
replacement  Onot an expansion of the fleet.

For additional guidance on TransAM, please see Appendix III.C .
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Capital -Vehicle Projects: Vehicle Menu

Applicants requesting vehicles under the 5310 program will select and customize

vehicles available on the current state contract. All vehicles are required to be

d3F ] ] 0 EF DS | V DZEA] eesaod] hV BaaodReV 1| ¢1 | DAVKkE] eV gg[ Vo
vehicles may not be customized to provide this type of transportati on. The vendor will

work with each grantee to customize the order, which will be verified and signed by

the grantee then returned to DRPT.

Each grantee may customize each vehicle up to the budgeted award amount for that
vehicle. Any amount over the budgeted award amount is the direct responsibility of
the agency to the vendor. For example, if DRPT awards an agency $75,000 for a
minivan and th e agency customizes the vehicle to cost $80,000, then the agency will
directly pay the vendor $5,000. DRPT will collect $15,000 based on the 20% local match
required for a $75,000 award and will supply the remaining $60,000 from federal
funds.

If an agency is awarded multiple vehicles, it cannot use any remaining balance from
one vehicle award toward the cost of another vehicle. Each vehicle is treated as a
separate award with a pre  -determined maximum award amount.

Once all vehicle orders are received, DRPT will contact all grantees to provide the

required 20% local match. Upon receipt of all local matches, DRPT will order the

vehicles on behalf of the grantees. This section describes the vehicles that are

currently available to 5310 grantees. Funds are not awarded for any other vehicle
purchases, and grantees may not purchase vehicles themselves and request

reimbursement through DRPT.

The vehicle types below are currently available through state contract to the
Section 5310 applicants and subrecipients. These photos are meant to be
representative and may not depict the actual vehicles available. Please refer to
the current contracts in eVA for accurate make and model information.

DRPT Connects 33




DRPT

(xxy
A S A T L honr Section 5310 Guidance and Procedures

Modified Minivan with Ramp (5 Passengers)

High Roof Van with Lift (9 Passengers)

Body on Chassis Vehicle with Lift (14 -, 15-, and 19-passenger; can be customized to
include more wheelchair tie downs and reduce overall passenger count)
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Procedures
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Chapter 1: Introduction

This document outlines procedures for recipients of grant funds under the FTA

Section 5310 program administered by DRPT. These procedures govern the
administration of all active Section 5310 awards regardless of date of award. These
procedures are updated as needed and are reviewed at least annually to ensure they

align with current practice, regulation, and requirement.

The procedures described in this document apply to various staff at agencies and
organizations receiving Section 5310 funding from DRPT, including staff that is
involved with grant agreements, invoicing, funding administration and tracking,
capital asset i nventory, financial compliance, and project/program implementation
and management. Employees working in these functions should read this document
and follow the procedures within.
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Chapter 2: Development and Approval
of the Six -Year Improvement Program
(SYIP)

Each spring the C  ommonwealth Transportation Board (C TB) reviews a Draft Six Year
Improvement Program (SYIP), a detailed programming document listing the
proposed allocation of funding for DRPT and Virginia Department of Transportation

(VDOT) programs and authorizes its release to the public for hearings. After
considering comments received from the public, the CTB adopts a Final SYIP. By law,

the CTB must adopt a SYIP by June 30. DRPT develops the transit portion of the SYIP

based upon applications from pot ential recipients. The DRPT Director is a non -voting
A Ka] | Vgl V[ Ff]V; 0: UDEFkVe] | dz eVDBVB&a0ReVOSDS 0¢g¢Vd3s
and the CTB.
KEY STEPS
1. Application Submission: Applicants submit requests for funding using

BaaUReVggosg] Vi | DX[ eVADZ DA ] K] ¢ Velse[] AVals
business day in February.

<t
w
w

2. FTA Certifications and Assurances: Applicants must self  -certify that they
are following these requirements and submit this as part of the grant

Dz 106s ADf s¢¢V1 | gL eeValiesT ¢gs¢iV[iP]jVclh ReV A& ||
KgAEVA] ¢ UDEKkVovaKs[ [ s¢ilUs[ V[P | ¢uvifUBAAOREV¢&¢
system. Contracts for federal funding will not be executed unless the FTA
certifications and assurances are signed.

3. DRPT Evaluates Applications

4. DRPT Prepares and Presents the Draft SYIP to CTB: The Draft SYIP is

typically presented to the CTB in late spring, typically on the third Tuesday
of April or May.

5. Public Hearings:  The CTB holds public hearings in the spring on the Draft
SYIP. DRPT will post information about the meetings as they are
scheduled.

6. Amendments to the Draft SYIP: The CTB takes into consideration public
comments and may direct DRPT to make amendments to the Draft SYIP.
Amendments to the draft can also be made to correct any line items that
are not properly presented; contact the DRPT Human Services Transit
Programs Manager to request corrections.
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7.

DRPT Connects

Adoption of the Program: The Final SYIP is typically adopted by the CTB in

June. DRPT Program Managers notify recipients about the CTB action and
[F]VecsgDDVigravselrige[] kiggVBAAOREeV®] aesf ] hv
were included in the Draft SYIP but not included in the Final SYIP, DRPT

will inform the grant applicant in writing.

Following CTB approval, the recipient may begin incurring expenses on

the project at their own risk. Funding is occasionally reduced due to

d] ¢] | DDV ee] Aaodls] V; 0: | Vg| VIJKk] | DOVDZE s¢ggehVB.
may be altered based on these changes. T he spending for all projects must

correspond with the executed contract start and end date. Any expenses

incurred or activities provided outside of the contract period will not be

eligible for reimbursement.
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Chapter 3: Project Agreements

State Master Agreement

All subrecipients of FTA Section 5310 funding that receive state funding as part of the

local match, as with the operating and non -vehicle capital awards, are required to
execute a State Master Agreement for receipt of state funds. A standard agreement is

used across all programs and is approved through an extensive internal process at

DRPT and the Office of the Attorney General. Because language in the State Master
Agreement is standardized, it cannot be changed. As with the project -specific
agreements and  FTA Certifications and Assurances, State Master Agreements must
be signed by someone with the authority to sign on behalf of the subrecipient

organization

Project -Specific Agreements

DRPT is the direct recipient FTA Section 5310 program funds for rural and small urban

areas, and the designated recipient for the large urban areas of Roanoke, Richmond,

and Hampton Roads. These funds are then distributed to subrecipients throughout

Virgin ia following a competitive, discretionary grant process using BaalOReV ggods¢] ¥
grant management system

Following approval of the SYIP by the CTB, DRPT applies for funding to the FTA. Upon
receipt of an executed FTA award number from the FTA, DRPT develops project
agreements federal funds and state match. All Section 5310 projects begin on October
1 and end on September 30. DRPT will not request alterations to the contract periods
or extensions of expired contract periods from the FTA except in extreme
circumstances discussed in advance with the DRPT Human Services Transit Programs
Manager.

Project agreements are subordinate to master agreements, and contractually specify

the details of funded projects. Separate project agreements are executed for each

project undertaken by a DRPT recipient. DRPT project agreements include a project
agreement summary, the maximum state or federal share of eligible expenses, the

project schedule, and the project budget which specifies the project description for

which the budget may be spent. The start date of the project agreement for federal

funding or state  match to federal funding cannot precede the approval date of the

FTA award.

OF ] VDA | J]J A] ¢f/eVDl ] V1 |]J1Dl] kValsVBaaOReVcs¢D¥ AsDDV A
to the DRPT Legal Counsel for review. Agreements are approved by the DRPT
Program Manager, Division Administrator, and Finance Department, and are then
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released to the grant recipient for execution in BAaaUReVEgFgOSE] VI | DE[ V ADZ D
system . Once the agreement is executed by the grant recipient, the DRPT Director or

CFO will execute the agreement. The fully executed agreement is then available in

electronic format and the project is open for reimbursement beginning on the date

specified int he agreement. The agreement must be signed only by grant recipient

agency personnel with the authority to sign agreements and enter their agency

into a binding agreement. DRPT will request proof of written authorization stating

that the person executing the agreement has the authority to do so.
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Chapter 4: Project Reimbursements

DRPT provides Section 5310 funding for approved projects on a reimbursement basis,

after recipients incur expenses. After the project agreement has been fully executed,
recipients can begin to submit reimbursement requests through the online grant
system . Every recipient of Section 5310 funds is required to submit one monthly
reimbursement request per project. Requests may not be submitted less frequently

than monthly unless no expenses were incurred for one month or more. DRPT wiill

review requests for le ss frequent reimbursement submission on an individual basis.
Please contact the DRPT Human Services Transit Program Manager for assistance.

The following is a high  -level summary of what recipients must supply to DRPT when
submitting a reimbursement request. Individual projects may have additional
documentation requirements depending upon the nature of the service; this will be
communicated to  subrecipients as needed and appropriate. Recipients must be sure
to include all the required information with their reimbursement request so that
DRPT Program Managers are able to properly review the reimbursement request and
consider approving for payment

In all cases, expenditures must have been incurred and paid to be eligible for
reimbursement. If the subrecipient cannot provide proof of payment for an expense,
it cannot be reimbursed.

KEY STEPS

1. When submitting a DRPT reimbursement request, the recipient must
ensure the amounts submitted are appropriately supported and are for
authorized activities in accordance with the Master Agreement and
Project Agreement.

2. Grant recipients should verify that the expenses submitted on the
reimbursement request were incurred during the designated period of the
project.

3. The reimbursement request as well as all supporting documents
pertaining to the reimbursement request, and those requested by DRPT
Human Services Transit Programs Manger during the review process, must
be uploaded into the online grant management system by the grant
recipient.

4. Section 5310 subrecipients receive an approved summary spreadsheet to
be used for reimbursements throughout the duration of the grant. The
entire spreadsheet, in Excel format, completed up to the date of
reimbursement being requested, must be uploaded to the online grant
management system  with the reimbursement request.
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5. Section 5310 Mobility Management and Operating subrecipients must also
attach the completed Quarterly Report  spreadsheet, in Excel format, to the
reimbursement request on a quarterly basis (see more details in the
Reporting section).

6. A copy of the general ledger or other financial summary document is
required with each reimbursement request, and should include, at a
minimum:

Date of paid invoice
Invoice number

Total amount of invoice

Name of vendor

1
1
1
1 Amount charged to the reimbursement request
1
9 Description of the expense

1

If applicable, explanation of why reimbursement of only part of the total
expense is being requested

1 Expense category

i Total amount charged

7. The total amount on the summary document must equal the total amount
of the reimbursement request. If the amounts do not match, please
provide an explanation of the discrepancy with the request
documentation.

8. Supporting documentation for every expenditure included in the
reimbursement is required to be submitted with the request and the
amounts on the documentation must match or be less than the amount
requested for reimbursement. If the backup documentation is extensive,
please number the pages and indicate on the summary sheet which page
corresponds with each amount.

Reimbursement Summary Sheet

All Section 5310 reimbursement requests must be accompanied by a summary
spreadsheet developed using the DRPT -provided template.

Once funding has been approved for your project, you will receive an approved

budget via the Project Agreement and a reimbursement template from DRPT. You

ef gLVOKkVULE] V[ F]JUDZAI | gdzf kWGab kDK V] RYDEKWDORNSENIFT VDS ¢
applicable) tabs of the reimbursement template spreadsheet. The budget line items

will automatically populate to the monthly tabs.
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On a monthly basis, complete the expenditures portion of the appropriate monthly
tab, Columns B -H,Cells2-3 ' hV QF J Vii1] ¢gksgiVedz | dzs] SRV [ DAV d3s 6 0
on a monthly basis.

If fares, donations, or other revenue was collected to offset the cost of rides, input the
amount collected in Cell 132 so that it will be deducted from the reimbursement
request.

T[] 1 Vi s00s¢iUsgU[P]UDAI| 1| sDI] VAEg[ P ReV[ DAL V; ] o
the online grant management system for reimbursement. This amount may not align
with your monthly revenue and expenditure report, which is acceptable. However, you
must submit all backup documentation to support the direct expenditures; backup
documentation for indirect costs at the approv ed rate is not required.

Monthly tabs in which a performance report is due with the reimbursement request
are highlighted red.

The entire Excel spreadsheet should be uploaded to the reimbursement request.
Please do not upload a PDF, single page, or any other altered version of the
spreadsheet. Only reimbursement requests with the full Excel file will be processed,;
all other requests will be held until the spreadsheet is available

Please see the Appendix foran | MDZA1 6] V ¢1 V D& A¢g K1 06] []J kT Ad¢g[ F Re¥ |
spreadsheet.

Supporting Documentation

All reimbursement requests must include legible supporting documentation that
details the expenses charged to the project and proof that those expenses are
germane to the project. Sufficient supporting documentation attached to
reimbursement requests is re quired to provide evidence and justification for every
expense. Support documents provide DRPT staff and external auditors with assurance
that expenses paid are in accordance with the terms of the Master Agreement and

the Project Agreement.

The following is a summary list of documents that should be provided with a
reimbursement request. The summary list does not include every document that
must be provided with a reimbursement request, as some support documentation is
specific to the program or project.

9 Payroll: copies of paystubs or other pay information matching the request

o Timesheets are required for any position supported in part by a
Section 5310 grant  Othese should indicate the number of hours
spent working on Section 5310 activities.
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1 Gas: individual receipts or billing statements from gas cards (tax on gas is
not reimbursable and must be deducted from the request; gas for non -
Section 5310 vehicles is not eligible for reimbursement)

1 Maintenance: receipts or invoices showing the VIN and work performed
along with the date and total of the expenses (maintenance on non -
Section 5310 vehicles is not eligible for reimbursement)

1 Insurance: copy of insurance policy and bill showing which vehicles are
supported with the expense (insurance on non -Section 5310 vehicles is not
eligible for reimbursement)

9 Paid invoices or receipts

1 Copies of promotional items and marketing materials (e.g. print, radio,
TV, online social media advertisements, fliers, and any other marketing
items with an associated expense)

9 Trip Sheets: all operating or contracted capital grant reimbursements
must include a trip sheet for all rides provided during the reimbursement
period. The trip sheet should include, at a minimum, the date of service,
originating address, destination address, trip pro vider name/business, and
cost. Names are not required, and initials can be provided, if needed.

Receipts and invoices must clearly state what was purchased or what the items are.
Recipients may need to write a short description on the receipt or invoice to indicate
what the item is, the purpose of the item, and how it was used. Just because an item
was purchased for program purposes does not mean that it is eligible for
reimbursement. Items outside of the approved budget should be discussed with the
DRPT Human Services Transit Programs Manager prior to submitting a request for
reimbursement.

Supporting documentation must be from an official source such as a receipt or a
third -party invoice. The general ledger or financial system report is not sufficient to
support an expenditure. Questions about supporting documentation should be
forwarded to the DRPT Human Services Transit Programs Manager prior to submittal
of a reimbursement request.

Reimbursement Request Timeline

Reimbursement requests can only be submitted after the project agreement has
been fully executed by all parties and the contract period has begun. Requests
submitted prior to both occurring will not be eligible for reimbursement. All expenses

incurred outside of the contract period will not be eligible fo r reimbursement.
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All reimbursement request for the Section 5310 program must be submitted monthly,
and no more than one request may be submitted each month for each project. If a
program incurs no expenses in a month, a reimbursement request is not required.
However, a pro gram may not hold requests for multiple months to request them in a
block, such as on a quarterly basis. If expenses are incurred in a month, then they
should be requested for reimbursement no later than the last business day of the
following month.

Expenses requested for reimbursement more than 30 days after the end of the month
in which they were incurred may be rejected

DRPT will make every effort to review and remit payment within 30 days from
submission of the reimbursement. All reimbursement requests are reviewed by DRPT
Finance staff as well as the Human Services Transit Programs Manager. Approvals
may take longer if the proper support documentation is not included with the original
reimbursement request. Additionally, i t may take five to ten business days from the
time request is approved until the grant recipient receives payment.

All subrecipients will receive paper checks by mail unless the subrecipient completes

the registration process for the Electronic Data Interchange Program through the
Virginia Department of Accounts . This enrollment will enable the subrecipient to
receive electronic payments through the Automated Clearing House network.
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Chapter 5: Performance Reporting

All subrecipients must take part in performance reporting. Quarterly Reports are now
required for all subrecipients, regardless of award type . 5310 recipients are no longer
required to submit ridership data on a mon thly basis, howe ver, ALL grantees must
submit ridership data as part of a quarterly report.

Quarterly Report

All awarded grantees must complete a Quarterly Report that reflects the funded

project activities for the project period. Each project will receive a defined set of
metrics to track (Work Plan) and report on throughout the year. Each project may

develop ad ditional metrics, as appropriate, to show the impact of the program.

There are a total of four Work Plan s: All Projects, Operating, Other Capital/Mobility
Management, and Capital  -Vehicle. The Work Plans are separated into tabs along the
bottom of the spreadsheet. ALL applicants must have filled out the relevant metrics
in the All Projects Work Plan , as well as the Agency Profile (first tab) as part of their
application . The other Work Plans are required based on the type of project awarded
For example, an agency that applied for Operating support and a replacement vehicle,

but was only awarded operating support, would fill out two Work Plans in the
Quarterly Report: All Projects Work Plan and Operating Work Plan.

Submission Schedule

Work Plans are to be submitted each quarter (four times per year) following the
schedule below:

9 January: October through December data due

1 April: January through March data due

9 July: April through June data due

1 October (final):  July through September data due

H ow to Submit

All subrecipients must use the Quarterly Report spreadsheet (excel) they filled out as
part of their application, demonstrating how the actual data align with the

performance projections. The Quarterly Report in its entirety must be submitted, in

excel for mat.

For reimbursement  -based projects Osuch as Operating and Mobility Management o}
the quarterly report is due as an attachment to the reimbursement request submitted

for that month. For recipients that do not submit for reimbursement, please email the

quarterly report  to the DRPT Program Manager by the end of each month it is due.
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AND PUBLIC TRANSPORTATION

Note:

1 Ridership is counted as Unlinked Passenger Trips (UPT). Passengers are
counted each time they board vehicles no matter how many vehicles they
use to travel from their origin to their destination.

~
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also be required to submit Work Plans (i.e., if you only receive vehicles
through 5310, you will now be required to submit performance metrics ).

1 "Eligible population” for 5310 is always defined as people with disabilities
and/or people 65 years old or older.

1 When reporting on all Capital -Vehicle related metrics,  you will report out
data from 5310 vehicles ONLY.

Quarterly Report Metrics Guidance

ALL PROJECTS WORK PLAN

All Projects

Performance . . Requirement
Indicator Instructions

Metrics Activity Status
Description

Report the total number
of clients who receive

Provide Number of adults services.
transportation (or 65 or older and/or You may choose the
transportation _people with eligible population that is Required
: disabilities who most relevant to your
services) to the . >t h
liibl lati receive a provision of service (you
eligible popuiation ride/service do not need to provide

numbers for both
populations).

Optional

(but

Conduct one recommended )

Solicit feedback on : Report the number of
annual rider

services clients surveyed.
survey

Required *

*for Operating
(see below)
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Promote
transportation
services

Advertise
availability of
services on
website

Indicate whether
transportation services
are advertised on your

website. Note any

changes, such as website
outages or technology
improvements, that
would affect clients' ability
to access transportation
through your website.

Optional*

*for CSBs

Required *

*for all public
services and
Operating (see
below)

Capture unique needs
and success
information

Report on unique
needs, challenges,
and/or successes

Grantee may choose what
to report on but can
indicate any
circumstances or events
that arise during the
award period that are
relevant to the project
execution, unique needs
in the community that
come to the grantee's
attention, or successes of
program.

Optional

Required *

*for Operating
(see below)
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Operating
Performance

Metrics Activity
Description

Provide rides

OPERATING WORK PLAN

Indicator

Number of rides
requested

Instructions

Number of rides requested by
eligible population.

Requirement
Status

Required

Provide rides

Number of rides
scheduled

Number of rides scheduled for
the eligible population by
provider.

Optional

Provide rides

Number of rides
provided (unlinked
passenger trips)

Number of rides provided for
eligible population. Unlinked
passenger trip = each time a
passenger boards a vehicle.

Required

Number of hours

Total number of hours

. . transportation transportation services were .
Provide services X . . Required
services were available to the eligible
available population.
Solicit feedback on Conduct one annual Report the number of clients Required
services rider survey surveyed. q
Indicate whether transportation
services are advertised on your
. o website. Note any changes, such
Promote Advertise availability .
: . as website outages or )
transportation of services on . Required
: ) technology improvements, that
services website

would affect clients' ability to
access transportation through
your website.

Capture unique
needs and success
information

Report on unique
needs, challenges,
and/or successes

Grantee may choose what to
report on but can indicate any
circumstances or events that
arise during the award period
that are relevant to the project
execution, unique needs in the
community that come to the
grantee's attention, or successes
of program.

Required
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OTHER CAPITAL/MOBILITY MANAGEMENT WORK PLAN

Other Capital
(includes Mobility
Management and

Contracted Services)

Performance

Metrics Activity
Description

Provide transportation
information

Indicator

Number of
received calls for
transportation
information / rides

Instructions

Report the total number of calls
received by the agency, including
calls that resulted in no action.

Requirement
Status

Optional

Provide transportation
information

Number of
completed calls
for transportation
information / rides

Report the number of completed
calls, i.e., calls that resulted in
information being  shared or a

ride being scheduled.

Optional

Connect riders with
transportation
services

Number of rides
directly provided /
coordinated

Report the number of rides that
the agency directly provided or
coordinated for clients.

Required

Connect riders with
transportation
services

Number of
referrals to other
transportation
providers

Report the number of referrals to
other transportation providers.

Required

Provide travel training

Number of people
in the eligible
population who
received travel
training

Report the number of people in
the eligible population who
received travel training.

Required *

*if applicable to
the program (i.e.,
if your agency
provides travel
training)

Number of other

Report the number of other

Required *

Provide travel trainin people who eople who received travel
g received travel peop i *if applicable to
training & the program
Metric to be Report on the relevant

Promote services

determined by the
program based on
current services.

promotions for the program. Can
be the same metric as in the All
Projects Work Plan.

Required

Create community
partnerships

Establish or
maintain
community
partnerships

Describe meaningful
engagements with community
partners, either existing or in
development.

Required
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CAPITAL OVEHICLE WORK PLAN

Capital - Vehicle
Performance : , Requirement
: o Indicator Instructions
Metrics Activity Status

Description

Number of rides Number of rides requested by

Provide rides . .
requested eligible population.

Optional

. Number of rides scheduled for
Number of rides

Provide rides scheduled the e.llglble population by Optional
provider.

Number of rides provided for
eligible population. Unlinked
passenger trip = each time a
passenger boards a vehicle.

Number of rides
Provide rides provided (unlinked
passenger trips)

Required

1 lift = one complete cycle per
person. A cycle being one

Lift count person rides the lift up to get Required
into the vehicle and then down
to get off the vehicle.

Use accessibility
equipment

Report the total number of
o Number of . L
Use accessibility . clients who use a mobility
) passengers using . .
equipment 8 . device, such as a wheelchair,
mobility devices . .
that receive services.

Required
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Chapter 6: Project Time Extension
Requests

All Section 5310 grants are provided for a one -year demonstration period beginning
on October 1 and ending the following September 30. Per the FTA, project extensions
cannot be considered for operating or non -vehicle capital projects.

If your project is not progressing as planned, please discuss this with the DRPT Human
Services Transit Programs Manager to attempt to find a resolution and path forward.

In general, requests submitted at the end of the demonstration period with no

previou s indication of an issue with meeting the contracted end date will not be
eligible.

If an extension request has been discussed with the DRPT Human Services Transit

Programs Manager and is approved for submission, then the grant recipient must

LVAAKS[VUDF 1| ¢O] A V]iMm[]gdesggV|Jtuv]ef[ VD] Vo] D[ V:sdTk
DRPT can all ow only one extension per project for a maximum period of up to 12

months from the original project end date. The DRPT Human Services Transit

Programs Manager will review the extension request, with a greater number of DRPT

internal approvals required if a ny of the following are true:

1 Balance remaining of $1 million or more of state -controlled funds
1 Recipient made the request after the end date of the project had passed
1 The extension request exceeds 12 months

1 The grant has already been  previously extended

Key determining factors in the approval of requests are the reasons provided by the

| ] As1sT g Ugg TP IsV[ 7] V1| ¢gO] A VADZ¢¢[ Va] VAEKIO] [T kVg
completing the project in a timely manner. Approval of a time extension is not

guarant eed.

Scope of work changes will not be considered as part of a request for a time extension.
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Chapter 7. Project Budget and Scope
Changes

A grant recipient may sometimes wish to change the scope of a project after it has

been awarded. Budgets may not be increased after they are awarded, but Section

5310 Operating and Other Capital programs may request changes to individual line
items without a change in the total approved budget. All changes being considered
must be discussed with the DRPT Human Services Transit Programs Manager before

any changes may be enacted.

rgvglkj | V] gVADINSKs ' JU[ | DFe1D]|¢AsVDEkIEgI] g¢g]oolsg
that all projects be evaluated equally, that the SYIP be discussed in a public forum, as

is legally required, and that the SYIP is approved as a whole whenever possible. In the

majority of the cases where a scope change is being requested, DRPT will require the

grant recipient to deobligate the fund balances and submit an application for the

change requested (i.e. a new project) during the following grant cycle. If the recip ient

can justify why waiting until the next grant cycle is not practical, DRPT may consider

approving the request off  -cycle.

DRPT does not permit funds to be reprogrammed between different projects. Extra
funding will be deobligated and will be incorporated in the pool of available funding
for the next grant cycle.

Please note that verbal authorization for moving funds is not considered valid. During
any compliance review, written authorization for such changes will be required.

KEY STEPS

1. Torequest a minor line -item budget change that does not affect the total
award amount and that does not fundamentally alter the nature of the
project, contact the DRPT Human Services Transit Programs Manager. The
Transit Programs Manager will request docu mentation to support such a
change, but the change can never be made without prior approval.

2. Submit Request to Change Form: For a more significant budget change
or a scope change (i.e., a change to the nature of the project), please
contact the DRPT Human Services Transit Programs Manager for a
Request to Change SYIP Allocation form. The form must be signed by an
authorizedsi T ¢ s¢1 VDA ] ¢ Vgl V[F]JV|] As1s] ¢J] ReVDA ] ¢ Els¥
justification with milestones and dates for the request. The program
manager will review the request before forwarding it to the DRPT
Executive Team, if required.
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AND PUBLIC TRANSPORTATION

3. DRPT Reviews Request:  DRPT will evaluate the request and
communicate the decision to the requestor within 40 business days. If the
request is approved, the grant recipient will receive new grant
documentation to reflect the approved funding situation.

4. Process for Denial of Request: If the request is denied, the requestor will
be encouraged to apply for the requested funding during the next grant
cycle and the current funding in question will be deobligated.

DRPT Connects
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Chapter 8: Title VIand Americans with
Disabilities Act

As a designated recipient of Federal Transit Administration (FTA) funds, DRPT
receives, administers, and allocates funds to subrecipients and is responsible for
documenting compliance with Title VI of the Civil Rights Act of 1964 and the
Americans with Dis  abilities Act (ADA).

Every Section 5310 subrecipient is required to develop and implement Title VI and ADA
policies and procedures. Subrecipients must not discriminate on providing services
based on race, color, national origin, or disability. Each subrecipient must have a
pro cess for the public to submit complaints pursuant to these two policies and must
post accessible information on its website about both of these policies.

DRPT will check annually for compliance with these requirements and provides this
guidance to help subrecipients understand the seven website requirements.

The following areas are examined annually on each subrecipient website to determine
compliance with Title VI and the ADA:

9 Title VI Notice

1 Title VI Complaint Form

1 Title VI Complaint Procedures
1 Full Title VI Plan (signed by authorized official and board)
1 ADA Notice with Reasonable Modification Statement
1 ADA Complaint Form
1 ADA Complaint Procedures
Additionally, the Title VI Notice and ADA Notice with Reasonable Modification

Statement must be posted in common areas in each subrecipient agency, including

in entry areas, conference and meeting rooms, notice boards, and in vehicles (if
operated). Each agency that provides transportation service of any type should post
Title VI and ADA notices in vehicles and keep a binder containing all Title VI and ADA
information in the vehicle, including complaint forms.

Please see Appendix Il.LA.  OlI.F. for examples of each document, except the Title VI Plan.
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AND PUBLIC TRANSPORTATION

Developing a Title VI Plan or ADA Policy

New subrecipients that do not have a Title VI plan or ADA policy in place, or agencies
that need to update either policy (Title VI is required to be updated every three years),
should contact the DRPT Civil Rights Officer to request a template or other ass istance .
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Chapter 9: Project Oversight and

Compliance
DRPT conducts ongoing compliance reviews of all Section 5310 subrecipients to
ensure state and federal rules and regulations are being met. Compliance review

process es involve annual and triennial reviews, with the triennial process being the
most comprehensive.  Compliance reviews include:

1 Annual Site Visits

T Annual Website Reviews for Title VI and ADA
1 Annual Financial Compliance Reviews

9 Triennial Compliance Reviews

Annual Site Visit

Site visits may be conducted at any time throughout the year, and at least one site
visit is required per every three years. These are typically informal meetings that allow
the program manager to learn more about an individual program and subrecipient
and are sometimes used to clarify information included in an application package.
These are scheduled in coordination with the subrecipient based upon a mutually
available date.

Annual Website Review

Title VI and ADA

DRPT conducts annual reviews of subrecipient websites for compliance with the Title

VI and ADA requirements described in Chapter 8: Title VI and Americans with
Disabilities Act . These reviews are typically conducted in January but may occur at any

time throughout the year. Subrecipients will not necessarily be notified of when the

review is happening and will only be contacted if deficiencies are found.

When conducting the website reviews, DRPT uses a standardized form (below) to find

and track any deficiencies. If a subrecipient is scheduled for a compliance review
within the calendar year, then the website deficiencies are recorded as a finding and

addr essed at the time of the compliance review. If the subrecipient is not scheduled

for a compliance review within the calendar year, then the deficiencies are addressed
immediately following the review period. Subrecipients will have 30 days to come into
com pliance.
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Annual Website Review Form

Subrecipient Name:

Website:

Review the subrecipient website for compliance with Titke V1 and ADA policies and procedures.

1.

Question

Yes/No; Comment

Is the Tite VI Flan posted on the
website?

a. Isthe Tite V1 Plan easy to find?
[Less than 2-3 clicks to access)

b. [Is the Tite V1 Plan cumment
{Cowers at least the curment full

Year

c. |s the Tite W1 Plan signed by an
authorizing official of the
subrecipient organization?

Is the Title VI notice posted on the
wehbsite?

a. |s the Title V] notice easy to find?
{Less than 2-3 clicks to access)

b. Doesthe Tite V] notice name a
point of contact and give contact
information?

Is the Tile V1 Complaint Fom posted on
the website?

Is thie ADA Motice posted on the
website?

a. |Isthe ADA Motice easy to find?
(Less than 2-3 clicks to access)

k. Doesthe ADA Motice mame a
paint of contact and give contact
information?

Is the ADA Complaint Form posted on
the wehsite?

Service Information

DRPT expects all subrecipients to make the
services through their websites and other marketing materials, as appropriate. DRPT
will check each subrecipient website to ensure that basic information about the
service is pr ovided, including hours of operation, eligibility for services, the amount of
any fee or fare, and that accessible transportation is available. Mobility management
services should be described, as appropriate, and include information about hours of
operati on, eligibility, and any other necessary information about the service.
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Annual Financial Compliance Review

Desk Audit

The DRPT Human Services Transit Programs Manager conducts desk audits of past
reimbursements on an ongoing basis to provide financial technical assistance and
ensure that DRPT and FTA program requirements, as documented in the Master
Agreement and specific Project Agreements, are being met. During the reviews, the
program manager will determine whether expenditures requested for
reimbursement were eligible, germane to the project, not submitted in duplicate, and

that the expenditures occurred within the pro ject period.

If the program manager identifies an issue with one or more reimbursement requests,

[PV dBBs 00V Eggfovdf Vs P VBAAOReVBs | ] £ ¢| Vgl Vi DI] oBs
other financial staff. If the group determines that reimbursements were issued on

expe nses that were ineligible for any reason, the DRPT Human Services Transit

Programs Manager will remit a letter to the subrecipient requesting repayment

within 30 business days. During this time, no additional reimbursement requests from

the subrecipientwi |l be processed.

Once the ineligible funding is repaid, DRPT will resume processing reimbursement
request for the agency. Any amount that is repaid to DRPT due to ineligibility will not
be reimbursed in any subsequent project years.

Submission of Audited Financial Statements

On an annual basis, subrecipients may be asked to submit their audited financial
statements to the DRPT  staff by email. This is usually requested in conjunction with a
Financial Compliance Review, described below.

Financial Compliance Review

On a periodic basis, DRPT conducts financial compliance reviews of recipients to
provide financial technical assistance and to ensure that DRPT program
requirements, as documented in the Master Agreement and specific Project
Agreements, are being met. Reci pients that have had significant compliance issues in
past compliance reviews will be subject to more frequent reviews.

KEY STEPS

1. Notification of Selection: Several recipients are selected for compliance
reviews on a quarterly basis. Selected recipients are notified approximately
six weeks ahead of time, informed of the documentation to have available
for review, and provided the option to contact the DRPT Au dit Manager or
consulting firm with any questions.
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2. Consultation with Program Manager: The DRPT Audit Manager consults
with the DRPT Human Services Transit Programs Manager to determine
whether there are any issues that should be considered during the
compliance review.

3. Desk Review: The DRPT Audit Manager or consulting firm will review all
supporting documentation provided by the recipient related to the
reimbursement requests selected as part of the sample for the upcoming
compliance review to ensure that the recipient is conducting the grant -
funded projects in compliance with the applicable agreements.

4. On-Site Review: After the desk review is completed, the DRPT Audit
Manager or consulting firm will contact the recipient with any questions
they may have. They will also set up the dates for the on -site portion of the
compliance review process at this time.

5. Identification of Issues: If issues are identified, the DRPT Audit Manager or
consulting firm will discuss them with the recipient and offer the
opportunity to provide more documentation in hopes of resolving the
potential issue.

6. Documentation of Findings: Each finding is documented on a standard
form, which is called an Audit Issue Fact Sheet, which summarizes the
project and the issues to be addressed. Recipients sign off on the finding,
indicating that the finding was discussed with them. Signing this fo rm
does not indicate that the recipient agrees with the finding. The
documented findings are summarized in a compliance review report.

7. Review of Report: A Draft DRPT Compliance Review Report will be
created and sent to the recipient for their review. If a corrective action plan
(CAP) is required, the recipient will be required to submit the CAP to DRPT.
The compliance review report is then updated by the DRPT Audit Manager
to include the CAP if needed. The Compliance Review Report is then
submitted to DRPT management for review.

8. Approval and Transmittal of Report: After the Chief Financial Officer signs
off on the final report, the DRPT Audit Manager will send it to the recipient
with the CAP included as Appendix B.

Triennial Compliance Review

Purpose

DRPT is required by the FTA to perform compliance, technical capacity, and
management proficiency reviews of its FTA Section 5310 program subrecipients. The
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reviews will be conducted virtually with the possibility of an additional on -site or
virtual review following a desk review.

The reviews are designed to ensure that subrecipients can manage the FTA -funded
programs in accordance with the grant application, the grant agreement, the FTA -
approved State Management Plan, and all applicable laws and regulations using

sound management p  ractices. The review is intended to look behind the signed
certifications and assurances submitted by subrecipients to ensure that subrecipients

are adhering to all statutory and program requirements when expending federal

and/or state funds on local proje cts.

Review Process and Focus Areas

Triennial ¢ ompliance reviews are in  -depth program management reviews requiring
prior completion of a workbook and associated documentation, which is reviewed
priorto an on -site visit. Compliance review dates are assigned by DRPT at least 30 days
in advance, and grantees are notified of their compliance review date by emailed
letter on DRPT letterhead. The letter will also include instructions on how to complete

the workb ook (provided as an attachment) and where to send completed
documentation. Compliance r eview dates may only be rescheduled in the event of
serious conflict.

During an on-site visit for the compliance review, areas of concern are discussed in
depth, program files are reviewed, and the vehicles and required postings are
inspected. Upon conclusion of the review, DRPT will remit a summary report
identifying all areas of co  ncern (findings) and providing a 30 -day remediation period
to the subrecipient. After the subrecipient submits or completes all required
remediation documentation or actions, DRPT will issue a final report closing the
compliance review. Grantees w  ho have significant findings during the compliance
review and who have any findings related to preventative maintenance will have
stricter ongoing oversight and reporting requirements than are outlined in this
guidance document. Those requirements will be explained on a case -by-case basis
depending upon the outcome of the individual review.

DRPT considers the results of compliance reviews when making funding
recommendations and may result in additional reporting requirements based on
identified deficiencies.

The review will primarily be used to:

9 Assess the technical capacity of subrecipients to receive and manage
federal and state funds.

9 Assess the technical capacity of subrecipients to successfully adhere to
governmental requirements for grant and program administration,
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including but not limited to property and financial management, training
needs, security readiness and civil rights requirements.

91 Clarify federal/state regulatory requirements.

1 Improve the management efficiency and effectiveness of federal/state
funded transportation programs.

9 Identify areas where training and technical assistance may be warranted.

Review Schedule

DRPT uses a standardized compliance workbook that contains a questionnaire to be

completed by the subrecipient and a list of information and materials to be submitted

to facilitate a pre  -site visit desk review. The overall compliance review process involve s
the following steps:

1 Announce Compliance Review 0 DRPT will email the subrecipient a
letter stating that a compliance review of the organization will occur. The
letter will provide the date of the virtual review and will accompany this
workbook. The subrecipient will be given a date by which to email a I
requested documents and the completed workbook to DRPT, which will
typically occur no less than three weeks prior to the virtual review date.

1 Conduct the Desk Review and Prepare for Virtual Review 0 DRPT will
conduct desk reviews of the documentation that subrecipients have
provided to generate questions and discussion points for the virtual/on -
site review.

2

1 Conduct Virtual or On -Site Review 0 The initial virtual review will be
scheduled for one and a half hours and will focus solely on areas of interest
or concern. Areas where the agency is at least meeting expectations will
not be addressed during the virtual or on -site review but willbe n  oted in
the review report. The review will include:

o Entrance Conference with the Section 5310 Manager
0 Review of areas of interest or concern

0 Resolving remaining questions or arranging to resolve questions at
a later time

o Announcing whether an additional review date or on -site visit will
be scheduled

o Exit Interview and draft report

~

91 Corrective Action Plans 0 Subrecipients will receive a draft report and be
given 30 days to correct deficiencies and to submit to DRPT a corrective
action plan that verifies actions taken or anticipated.
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1 Final Report 0 A final report matrix will be prepared that includes the
findings from the draft report, corrective actions taken by the subrecipient,
and any pending issues that need DRPT follow -up.
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Transit Administration Section 5310: Enhanced Mobility of Seniors and Individuals with
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Manager administering the Section 5310 program
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Chapter 10: Grant Close -Out

When a project is complete the project must be closed -out by recipientsin BaadReV
online grant management system through either a final reimbursement request or a
deobligation request.  All projects must be deobligated when the project is complete
regardless of whether there is a remaining balance. Subrecipients must also submit
their final Quarterly Report (Q4) as part of their final reimbursement request. Once

DRPT closes out the project in its accounting system , no further reimbursement
requests will be  processed.
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Capital T Vehicle Grant
Management

All Capital -Vehicle grantees must follow the guidance in
this section in additionto  the General Grant Management
Procedures
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Asset Inventory : TransAM

DRPT requires all Section 5310 subrecipients receiving capital assistance to enter their

asset inventory information in TransAM | V BadalOGReV ¢g¢os¢] VvV [ | D#
AD# DA ] A] ¢ Velse[] AhVUOFfseVs¢lg| ADf sggiseduve] k
applications against the reported asset inventory needs and conditions and for
determining asset replacement needs for the future.

I
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New subrecipients should email the DRPT Human Services Transit Program Manager
to request a TransAM account.

All vehicles purchased with Section 5310 funds must be logged in TransAM. Agencies
should not enter vehicles, equipment, facilities, or other items that were not

purchased with Section 5310 funds. This system is a state asset management system
for tracking only those items for which DRPT is in some way responsible.

Updates to the Asset Inventory, including updated condition assessments, service
status, and odometer readings must be entered into TransAM by July 15 and January
15 of each year.

For additional guidance on TransAM, including step -by -step instructions, please see
Appendix III.C.
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Disposal of Vehicles

Providers must use Section 5310 vehicles for approved project purposes for as long as
the vehicles are owned by the subrecipient agency

Once vehicles have reached their useful life (four years and 100,000 miles), agencies
may choose to dispose of the vehicles by sale, donation, or other means. Subrecipients

that apply for replacement vehicles for Section 5310 -funded vehicles are required to
remove the vehicle to be replaced from regular service and may only use the vehicle
as a back -up or spare for intermittent program use. These vehicles may not be used

to provide other service or for any other purpose than was described in the original
application that led to their award

DRPT is responsible to the federal government for the appropriate usage and
disposition of this equipment, so DRPT maintains the title on all Section 5310 vehicles
for as long as they are owned and operated by the subrecipient. Only upon planned
dispositio n of a vehicle may an agency request the release of a title and lien from
DRPT. Liens will not be released on vehicles that will continue to be used by the
agency.

When a subrecipient plans to dispose of a vehicle, the subrecipient should send a

written request for approval to dispose of the vehicle to the DRPT Human Services

Transit Programs Manager listing the VIN, year, make, and model, in -service date, and
curren t mileage.

If new applications are not immediately anticipated, the recipient must inform the
appropriate DRPT contact of the disposition within a reasonable amount of time.
Otherwise, the subsequent capital application should contain information that the
gross proje ct cost has been reduced with proceeds from earlier capital disposition.
DRPT will notify FTA as appropriate.

The subrecipient must update TransAM by recording the disposition, final mileage,
sales price, and date. The subrecipient must also register the sale with the DMV. This
can be completed online and it protects both the subrecipient and DRPT in case the
vehi cle purchaser does not complete the registration of the vehicle in their name.

Disposition of equipment before the end of useful life requires DRPT approval prior to

the disposition; DRPT will then notify FTA. If a subrecipient no longer needs the vehicle

for the purpose for which it was acquired and requests a title for a vehicle th at is not
past its useful life, DRPT will seek to have the vehicle transferred to another eligible
subrecipient. The original subrecipient will be reimbursed for local interest of the fair

market value of the vehicle by the new subrecipient. If DRPT cannot find an eligible
subrecipient for the vehicle and DRPT and FTA approve the sale of the vehicle by the
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original subrecipient, the federal interest of the proceeds of the vehicle sale must be
returned to DRPT.

Vehicle Titling

Upon approval, the title will be released in one of two ways, depending upon the
original title date:

9 Titles dated prior to June 2021, with few exceptions, will be provided as a
lien release letter and paper title, if available, by DRPT.

9 If the title is unavailable, the subrecipient will need to request a duplicate
title from DMV; in no event will DRPT request a duplicate or replacement
title or pay any titling fees.

Upon receipt of the lien release letter and title, if available, the subrecipient is
required to obtain a clear title from the DMV prior to selling or transferring the
vehicle.

All tasks and fees relating to titling are the sole responsibility of the subrecipient

agency.
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electronic lien system and a clear title will be directly mailed to the subrecipient by

DMV. In this scenario, n o further action regarding the title is required before the
vehicle is disposed.

Vehicle Disposition Report and Return of Proceeds

Once the subrecipient disposes of the vehicle, it is required to report the sale to the
DRPT Human Services Transit Program Manager. A return of proceeds form will be
required, along with a bill of sale displaying the vehicle sales price.

The Infrastructure Investment and Jobs Act (IIJA) changed the provisions for transit
asset disposition [49 USC § 5334(h)(4)(B)]. Vehicles that were purchased with Section
5310 funds, have a fair market value of $5,000 or more, and are sold after November
15, 2021, are subject to the new provisions. The IIJA specifies that subrecipients may
retain $5,000 plus the applicable local share of the project based on the original
project agreement. For general Section 5310 awards, the local share is 20%. However,
vehicles awarded in FY21 and later may have a lower local match that would be
retained by the subrecipient. Any additional amount is required to be returned to the
FTA through DRPT.
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No return of proceeds is required for vehicles sold for $5,000 or less. However, the sale
must still be reported to DRPT.

If proceeds are required to be returned, then the subrecipient will complete the return
of proceeds process and will receive a request for repayment from DRPT.
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Policies and Procedures

Service Animal Policy

Every Section 5310 vehicle subrecipient must enact a service animal policy to allow
service animals on board federally funded vehicles. The service animal policy must
follow the current Federal Transit Administration Americans with Disabilities Act
(ADA) G uidance, Circular FTA C 4710.1.

To determine whether an animal is a service animal, as opposed to a comfort,
emotional support, or therapy animal, you may ask two questions: (1) if the animal is a
service animal required because of a disability and (2) what work or task the animal

has be en trained to perform.

Drug -free Workplace and Drug and Alcohol Testing

All recipients of Section 5310 funding are required under 49 CFR part 32 to maintain a
drug -free workplace for all employees and to have an anti -drug policy, awareness
program, and training program, as applicable.
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Alcohol testing rules but must comply with the Federal Motor Carrier Safety
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(CDL), 49 CFR part 382.
Section 5310 subrecipients that also receive funding under one of the covered FTA

programs (Section 5307, 5309, or 5311) should include employees funded under
Section 5310 projects in their testing program.

If your organization employs CDL drivers for Section 5310 service, please contact your
DRPT program manager for additional guidance.

Driver Training Requirements

All recipients of Section 5310 capital and/or operating funding are required to
implement an appropriate driver training program. DRPT recommends utilizing the
Passenger Assistance, Safety, and Sensitivity (PASS) training program through the
Community Tran sportation Association of America and may have RTAP funding
available to support this expense. Please consult your Transit Programs Manager with
guestions.

If PASS training is not an option, training programs should include, at a minimum:

1 Title VI training, including the process to file a Title VI complaint
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1 ADA training, including the process to request an accommodation or
file an ADA complaint

Securement

Driver safety, including defensive driving
Accident procedures

Passenger safety and sensitivity

Passenger assistance, if provided

=A =4 =2 =4 =4 =4

Any and all applicable transit policies instituted by the subrecipient
organization

All subrecipients providing this type of training are required to maintain records on
staff who are trained, which could include a list of staff trained on a specific date or
certificates provided through a training course. These are reviewed during the
triennial compliance review process.

Vehicle Maintenance and Pre -Trip Inspection

Section 5310 vehicle subrecipients must have a written maintenance plan for vehicles
and related equipment. Elements of the plan must include the following:

1 Standards for proper care and longevity for the vehicles, including defined
intervals for preventative maintenance (such as oil changes at every 5,000 -
mile interval)

9 Procedures to maintain project equipment at a high level of cleanliness,
safety, and mechanical soundnes S

9 Procedures to maintain all accessibility features and equipment in good
operating condition

1 Procedures to track when preventive maintenance inspections are due
and to schedule preventive maintenance inspections in a timely manner
(plans must specify mileage intervals for preventative maintenance)

1 Procedures to maintain files that contains daily logs, inspection checklists,
and repair records

1 Procedures to maintain pre -trip inspection program that addresses vehicle
condition, appearance and cleanliness, safety and ADA accessibility

Preventive maintenance records will be inspected by DRPT to ensure proper
maintenance and inspections are conducted when due.
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Post-Accident and Out -Of-Service Procedures

Every Section 5310 vehicle subrecipient should develop post -accident procedures to
guide drivers in the event of an accident. The procedures should include specific
guidance about how to handle accidents in Section 5310 -funded vehicles.

If a Section 5310 -funded vehicle is involved in an accident or other incident in which it
seVkDADIJ kL V[P Veval|] As1s]¢fVAve[Ugg[silsiBaa
Manager within 24 hours. The notification should include information about how the

accident occurred, what damage was incurred, and whether there were any injuries

in the Section 5310 vehicle or other vehicles involved in the accident.

]
O
@
<t

Where reparable vehicle damage occurs, the subrecipient agrees to utilize the full
sum of any insurance settlement for the sole purpose of having the damage repaired
in a timely manner by a reputable and qualified establishment. The subrecipient must
furnish the DRPT Human Services Transit Programs Manager with evidence that the
repairs have been completed.

Where the damage is irreparable or the vehicle is determined to be a total loss, the
subrecipient shall hold the full amount of any insurance settlement until it receives
instructions from the DRPT Human Services Transit Programs Manager regarding
proper d isposition of the money.

In no case shall the subrecipient fail to repair damage to a vehicle where repairs are
possible, nor shall the subrecipient utilize any part of a settlement received from the
loss of a vehicle for any purpose other than prescribed by DRPT.

Subrecipients should notify DRPT within 24 hours of the following:
1 Vehicle needs major repairs to one or more components,
1 Wheelchair lift is not functioning properly,
1 Vehicle is damaged in a natural disaster, and/or
1

There is a pending lawsuit regarding transportation.

Property Disposition Policy and Procedures

Every Section 5310 vehicle subrecipient should develop a property disposition policy
and procedure for handling disposition of Section 5310 -funded vehicles.

Providers must use Section 5310 vehicles for approved project purposes for as long as
the vehicles are owned by the subrecipient agency.

Once vehicles have reached their useful life (four years and 100,000 miles), agencies
may choose to dispose of the vehicles by sale, donation, or other means. Subrecipients
that apply for replacement vehicles for Section 5310 -funded vehicles are required t o]
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remove the vehicle to be replaced from regular service and may only use the vehicle

as a back -up or spare for intermittent approved program use. These vehicles may not
be used to provide other service or for any other purpose than was described in the

orig inal application that led to their award.

DRPT is responsible to the federal government for the appropriate usage and
disposition of this equipment, so DRPT maintains the title on all Section 5310 vehicles
for as long as they are owned and operated by the subrecipient. Only upon planned
dispositio n of a vehicle may an agency request the release of a title and lien from
DRPT. Liens will not be released on vehicles that will continue to be used by the
agency.

When a subrecipient plans to dispose of a vehicle, the subrecipient should send a

written request for approval to dispose of the vehicle to the DRPT Human Services

Transit Programs Manager listing the VIN, year, make, and model, in -service date, and
curren t mileage.

Upon approval and if the original title is available, DRPT will provide the title with the

signed lien release and a lien release letter. If the original title is unavailable, DRPT will

provide a signed lien release letter than the subrecipient can use to request a new,
duplicate title through DMV. In no event will DRPT request duplicate or replacement

titles from DMV or pay any titling fees. These tasks and fees are the sole responsibility

of the subrecipient agency. Upon receipt of the title or lien relea se letter, the
subrecipient must immediately transfer the title into its agency name. The vehicle

may not be sold or transferred to another agency until the title is transferred.

Once the subrecipient disposes of the vehicle, it is required to report the sales price to

the DRPT Human Services Transit Programs Manager. Failing to report the proceeds

g1 UDZeDD] VET TWY | 6338 Gg| VAE| ] Vdss 00V | ] evof Vkagecd DI T s ¢ ks
review. The program manager will respond with whether the federal proceeds are to

be used to reduce the gross project cost of other future Section 5310 capital awards or

returned to DRPT. If the federal portion is retained by the subrecipient, it mu st record

JRPT UL A s1JVgIVI|gA JkeVsgU[FP]Veval] As1s] ¢ ReV D#
funds are restricted for future use for Section 5310 purposes.

If new applications are not immediately anticipated, the recipient must inform the

appropriate DRPT contact of the disposition within a reasonable amount of time.

Otherwise, the subsequent capital application should contain information that the

gross proje ct cost has been reduced with proceeds from earlier capital disposition.

DRPT will notify FTA as appropriate.

The subrecipient must update TransAM by recording the disposition, final mileage,
sales price, and date. The subrecipient must also register the sale with the DMV. This
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can be completed online and it protects both the subrecipient and DRPT in case the
vehicle purchaser does not complete the registration of the vehicle in their name.

Disposition of equipment before the end of useful life requires DRPT approval prior to

the disposition; DRPT will then notify FTA. If a subrecipient no longer needs the vehicle

for the purpose for which it was acquired and requests a title for a vehicle th at is not
past its useful life, DRPT will seek to have the vehicle transferred to another eligible
subrecipient. The original subrecipient will be reimbursed for local interest of the fair

market value of the vehicle by the new subrecipient. If DRPT cannot find an eligible
subrecipient for the vehicle and DRPT and FTA approve the sale of the vehicle by the

original subrecipient, the federal interest of the proceeds of the vehicle sale must be

returned to DRPT.

Record Retention

Every Section 5310 subrecipient must develop a record retention policy relating to
Section 5310 projects.

All records related to Section 5310 projects are required to be retained for the life of
the project plus three years.

Operating and mobility management projects are provided one -year demonstration
periods ending on September 30. The record retention duration for an operating or
mobility management project is the one -year demonstration period plus three years
following the  end of the period on September 30. For example, records for a project

that begins on October 1, 202 4, should be retained until September 30, 202 8.

The record retention timeframe for vehicles funded through the Section 5310 program

K] 1] ¢keUggU[P] Udzgf F sAO0] ReVue] ValsVD¥VsgksdzskuDDlVeva
for as long as a Section 5310 vehicle is used by an agency plus three years. The shorte st

record retention timeframe for Section 5310 vehicle would be seven years if the agency

only retained the vehicle until it reached the end of its four years of useful life and

incurred 100,000 miles during that timeframe.

Charter and School Bus Policy

Every Section 5310 subrecipient is required to enact a Charter and School Bus policy
for its agency, stating that charter and school bus services may not be provided with
Section 5310 funds or assets. The subrecipient may choose to write its own policy or
use the sample text provided below.
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Rural Transit Assistance
Program (RTAP)
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DRPT administers the  FTA Section 5311 Rural Transit Assistance Program (RTAP)
scholarship , for which some Section 5310 subrecipients may be eligible.

Subrecipients located in rural and small urban areas are eligible to apply, while only
nonprofit human service transportation agencies in the large urbanized areas of
Roanoke, Richmond, and Hampton Roads are eligible to apply.

These RTAP funds are primarily available to Section 5311 programs, which will be
prioritized over Section 5310 applicants. However, Section 5310 programs may seek
RTAP scholarships to further the development of project -relevant skills by attending
transit training, seminars, workshops, and conferences. This program does not provide
funding to establish baseline skills or to resolve internal conflicts through mediation.
Programs approved for certificate programs will be required to provide proof of
satisfact ory completion prior to reimbursement.

Scholarships are available to reimburse organizations for courses, workshops,
seminars, driver roadeos, and conferences with subject matter applicable to rural and
specialized transportation and appropriate to the level of expertise of the person(s)

attend ing. Scholarship funds may not be used for lobbying activit ies and may not be
passed through to for -profit organizations under contract to FTA Section 5310
subrecipients.

All RTAP requests must be submitted through the online application process and will
be considered if the applicant organization submitted an RTAP training projection

with its regular Section 5310 application. Organizations that do not plan ahead for
training may be denied RTAP scholarships.

All approved RTAP grant scholarships will be reimbursed up to 100% of eligible
expenses.

Application  Details

Please keep in mind the following as you complete the application request:

1 Maximum reimbursement rates for hotel rooms, hotel taxes, and meals are
limited to rates in the effective edition of the Federal General Services
Administration (GSA) Travel Guidelines and should be included in the training
assistance application.

1 Meals provided as part of the conference or training should be identified and
deducted per GSA Per Diem rates.

1 Air, bus, and train fares must be booked at the lowest available coach rates.
Consider possible airfare increases between the time of your application
submittal and the time the request is approved. Estimated luggage fees
should also be itemized.
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Include any registration fees in the request.
Rental car fees and mileage are not eligible for reimbursement.

Once the application is approved, increases cannot be made in the request.

=A =4 =4 =4

An agency staff member will only be considered for one out -of -state
conference or training per year, but there is currently no limit on in -state
conferences or trainings

KEY STEPS

1. Application: Applications for training assistance should be submitted
Tl duvifTVBaalOReVggos¢g] VI | DEdtIGakBEdaYs prigritod [ Velse [ ] .
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RTAP Budget and Reimbursement Template (excel spreadsheet) that all
applicants should use to outline expenses and information about the
request. The request should include the program to be attended, name
and title of all staff to attend, detailed description on how the program will
benefit the agency and staff, an itemized list of estimated expenses, and
an agenda or brochure describing the program t 0 be attended.

2. Application Review: All applications will be reviewed by DRPT Human
Services Transit Programs Manager for organization eligibility and
program applicability. The individual submitting the application will be
contacted if additional information is needed.

3. Invoicing: When approved, an invoice will be created in the online grant
management system.

4. Reimbursements:  Reimbursement for expenses will be made to the
agency, not the individual. To receive reimbursement, recipients should
submit a detailed list of daily expenses on the same RTAP Budget and
Reimbursement Template that was submitted. The request should also
include copies of hotel bills and receipts for all other travel expenses :
except meals. Reimbursement for meals will be in accordance with the
applicable GSA Per Diem rates. Awardees DO NOT need to track individual
meal expenses nor submitr  eceipts for meals. The reimbursement request
must be submitted to DRPT within 30 days of completion of travel.

5. Unspent balances:  Unspent balances must be deobligated
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DRPT Communications
Support
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The comm unications team is led by B & 4 0 Reefiof External Affairs and a team of

marketing specialists. They are eager to help in any way they can whether that be with

assisting with drafting Press Releases or issuing joint releases . They can also help with

creating social media content or sharing posts, planning public events, collecting, and

producing photography.

If would like to solicit the help of the DRPT communications team, please reach out
directly to drptpr @drpt.virginia.gov

DRPT -Subrecipient Partnership Recognition

The following are options for how parther agencies can credit the Virginia
Department of Rail and Public Transportation on public materials about services that
are provided through DRPT funding.

The language should be included on any public materials that describe the services,
including but not limited to, websites, brochures or handouts, and media releases. The
IvV|1¢e] VseV [ gVUDKESEgRO] k1] VBAAOReVID] [¢] | efsTUds[ T

Language options

The Virginia Department of Rail and Public Transportation is supporting this
[project/initiative/program] with state and federal funding.

This [project/initiative/program] is supported by state and federal funding from the
Virginia Department of Rail and Public Transportation.

Use of DRPT Logo

Please do NOT use the DRPT logo on any public facing materials without review from
a DRPT staff member. Email any materials, or request use of the logo, by contacting
drptpr@drpt.virginia.gov
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Application
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|.LA. Traditional Section 5310 Projects
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capital projects, including purchasing or repowering accessible vehicles, contracting

for transportation services through a federally compliant Request for Proposals (RF P)
process, and mobility management.

Eligible capital expenses that meet the 55% requirement include:

1. The capital cost of contracting for the provision of transit services for
seniors and individuals with disabilities and other specialized shared -ride
transportation services

2. Rolling stock and related activities for FTA Section 5310 funded vehicles:

a. Acquisition of expansion or replacement ADA -accessible buses or
vans, and related procurement, testing, inspection, and acceptance
costs

b. Preventative maintenance
c. Radios and communication equipment for the vehicle

d. Vehicle wheelchair lifts, ramps, and securement devices

3. Passenger facilities related to Section 5310 -funded vehicles, including the
purchase and installation of benches, shelters, and other passenger
amenities

4. Support equipment for FTA Section 5310 funded vehicles:
a. Extended warranties that do not exceed the industry standard
b. Computer hardware and software
c. Transit -related intelligent transportation systems (ITS)
d. Dispatch systems
e. Fare collection systems

5. Acquisition of transportation services under a contract, lease, or other
arrangement

6. Support for mobility management and coordination programs among
public transportation providers and other human service agencies
providing transportation, which enhance transportation access for
populations beyond those served by one agency or organization within a
community. For example, a nonprofit agency could receive FTA Section
5310 funding to support the administrative costs of sharing services it
provides to its own clientele with other seniors and/or individuals with
disabilities and coordinate usag e of vehicles with other nonprofits, but not
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the operating costs of service. Mobility management is intended to build
coordination among existing public transportation providers and other
transportation service providers with the result of expanding the
availability of service. Mobility management ac tivities may include:

a. The promotion, enhancement, and facilitation of access to
transportation services, including the integration and coordination
of services for individuals with disabilities, seniors, and low -income
individuals

b. Support for short -term management activities to plan and
implement coordinated services

c. The support of state and local coordination policy bodies and
council s

d. The operation of transportation brokerages to coordinate providers,
funding agencies, and passengers

e. The provision of coordination services, including employer -oriented
[ | DZoe1¢| [ DI s¢ggVADE DI | A] ¢ V¢| 1 DEs' Df s¢¢eRV
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neighborhood travel coordination activities such as coordinating
in dividualized travel training and trip planning activities for
customers

f. The development and operation of one -stop transportation traveler
call centers or websites to coordinate transportation information on
all travel modes and to manage eligibility requirements and
arrangements for customers among supporting programs

g. Operational planning for the acquisition and implementation of
intelligent transportation technologies to help plan and operate
coordinated systems inclusive of geographic information systems
(GIS) mapping, global positioning system technology, coordinated
vehicle scheduling, dispatching and monitoring technologies,
technologies to track costs and billing in a coordinated system, and
single smart customer payment systems. (Acquisition of technology
is also eligible as a standalone capital expense).
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|.B. Non -traditional Section 5310
Projects
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1. Public transportation projects (capital only) planned, designed, and carried

out to meet the special needs of seniors and individuals with disabilities
when public transportation is insufficient, inappropriate, or unavailable;

2. Public transportation projects (capital and operating) that exceed the
requirements of ADA:

a. Enhancing paratransit beyond minimum requirements of the
ADA. ADA -complementary paratransit services can be eligible
under the FTA Section 5310 program in several ways:

i. Expansion of paratransit service parameters beyond the
three -fourths of a mile required by the ADA,;

ii. Expansion of current hours of operation for ADA
paratransit services that are beyond those provided on the
fixed -route services;

iii. The incremental cost of providing same -day service;

iv. The incremental cost (if any) of making door -to -door
service available to all eligible ADA paratransit riders, but
not on a case -by-case basis for individual riders in an
otherwise curb -to -curb system;

v. Enhancement of the level of service by providing escorts
or assisting riders through the door of their destination;

vi. Acquisition of vehicles and equipment designed to
accommodate mobility aids that exceed the dimensions
and weight ratings established under the ADA regulations,
and labor costs of aides to help drivers assist passengers
with oversize wheelchairs; and

vii. Installation of additional securement locations in public
buses beyond what is required by the ADA.
b. /AL eesad] Vil]J] k]| RVe] | dzs & VM[ | D¥es[ Ve] |
to commuter rail, commuter bus, intercity rail, and intercity bus
stations, for which complementary paratransit service is not
required under the ADA.
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c. Public transportation projects (capital and operating) that
improve access to fixed route service and decrease reliance by
individuals with disabilities on ADA complementary paratransit
service;

d. Travel training: Training programs for individual users on
awareness, knowledge, and skills of public and alternative
transportation options available in their communities. This
includes travel instruction and travel training services.

3. Alternatives to public transportation (capital and operating) that assist
seniors and individuals with disabilities with transportation. The following
activities are examples of projects that are eligible public transportation
alternatives.

a. The FTA Section 5310 program can provide vouchers to seniors
and individuals with disabilities to purchase rides, including: (a)
mileage reimbursement (for use of personal vehicles at GSA rate)
as part of a volunteer driver program; (b) a taxi trip; or (c) trips
provided by a human service agency. Providers of transportation
can then submit the voucher for reimbursement to the recipient
for payment based on predetermined rates or contractu al
arrangements. Vouchers are an operational expense that require
a 50/50 (federal/local) match. Transit passes for existing fixed
route or ADA complementary paratransit service are not eligible.

b. Operating expenses limited to publicly available transportation
provided only to seniors and individuals with disabilities.
Programs that provide programmatic transportation to a set
client base are not eligible for operating support. Eligible
expenses inc lude driver salaries, fuel expenses, and preventive
maintenance, and relevant software service expenses. Operating
projects must be described and promoted as transportation
services for seniors and individuals with disabilities on the
D7 | ¢ £l Re ¥ d3j areothérjpublic Dfaking publications.
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|.C. Line -item Budge t

Applicants requesting operating or mobility management funding must complete

and attach a 12 -month line item budget using the provided template. The budget

period is October 1 through September 30. The budget excel file template provided in

¢ d UPDBU[ RBEV[DAei Vi: k1] RUDEKkVicu] 61l V2DE¢[|lVrgoe
Example: Program XYZ proposes to add a new route, which includes a full -time

k| sag | ReveDDD] vVDFEKkVvA] ¢j I s/fel vVvevirdsjel VAD] 6] [/ sg£7
insurance, and the de minimus indirect rate of 10%.

Budget Item
(Insert more lines if needed)

Personnel: List personnel by position, FTE or hours
hourly rate. Other Budget Items: Describe budget iter
and provide applicable quantities.

Salaries and
Wages

Fringe Benefits

Materials and
Supplies

Fuel,
Maintenance
and Insurance

Indirect Cost

Marketing Equipment  Other (Describe) Rate

Driver salary (1 FTE) $32,009
Driver benefits $11,204
Miscellaneous Supplies $2,000
Marketing $2,00Q
Fuel (Complete "Fuel, Maint, Ins" tab) $6,667
Maintenance (Complete "Fuel, Maint, Ins" tab) $8,889
Insurance (Complete "Fuel, Maint, Ins" tab) $5,556
Sub Totals $32,000 $11,200 $2,000 $21,111 $2,000 $0) $0)
COLOR CODES $68,311 $23,111
These items auto sum. Do not enter text in these fields.
These items auto calculate. Do not enter text in these fields. Modified Total Direct CQS
If requesting assistance with fuel, maintenance, or insurance, provide|
required information in the "Fuel, Maint, Ins" tab. Enter indirect cost rate in G27 if usi 10.09 Indirect Cost
These items auto calculate using the indirect cost rate in cell G27. || +
requesting assistance with indirect costs, enter up to 10% in cell G2| Budget Items Sub Tot

TOTAL $72,83

Number of Number of
Number of Vehicles Used Number of Weekly Service
Vehicles Include( for Proposed Weekly Service Hours for Projec

Budget Item Total Budget in Budget Project Hours Vehicles
Fuel 150,000.0( 15 1 60 40
Maintenance 200,000.0d 15 1 60 40
Insurance 125,000.0( 15 1 60 40

DRPT Connects

85




DRPT

(xxy
A e R A Thon Section 5310 Guidance and Procedures

|.D. Sample Public Notice

Colonial Behavioral Health (CBH) in York provides transportation to/from CBH
programs and community locations to seniors and individuals with

developmental and other disabilities who live in James City, Poquoson,
Williamsburg, and York. CBH is requesting funds from the Commonwealth of
Virginia to purchase  two minivans with wheelchair ramps ($150,000) through the
FTA Section 5310 program to continue this transportation service. The vehicles will
be used regularly between 6:30 a.m. and 5:30 p.m. Monday -Friday and other
times as needed. CBH invites interested public and private transit and paratransit
operators in Hampton Roads to comment on the proposed vehicle replacements

by sending written notice by Feb. 1, 202 4, to: Virginia Department of Rail and
Public Transportation ~ OPublic Transportation Division, 600 E. Main Street, Suite
2102, Richmond VA 23219 and to Colonial Behavioral Health, 473 McLaws Circle,
Williamsburg, VA 23185.
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|.LE. Sample Letter of  Notification to
Local Transportation Provider

Dear Sir or Madam:

Pleasant View Home and Regional Center in Broadway, Virginia, intends to provide

a fixed mini -bus route for people with developmental disabilities in the County of
Rockingham, which includes the City of Harrisonburg, Towns of Broadway,
Bridgewater, Dayton,  Elkton, Grottoes, Mt. Crawford, and Timberville. The purpose
is to transport these individuals to and from Developmental Day Programs, and
other community integration and socialization projects that are deemed necessary

to increase the independence of peo ple with the developmental disabilities.
CUgkoUD I JVA] s¢gT V| Jtu]jef]JkVl | gAV[T] U, ¢gAKECLEQ
Rail and Public Transportation to purchase a 9 -passenger van with lift through the
FTA Section 5310 Program. It is the intent of this federal program to maximize
coordination among st transportation providers to the greatest extent possible to
enhance resource -sharing opportunities.

We invite you, as a local provider within the Harrisonburg -Rockingham area, to
comment on the proposed services. We are particularly interested in exploring
opportunities to work with your agency to coordinate services, share resources, or

pursue other act ivities that will mutually benefit our transportation programs. If

you are interested in exploring this further, please notify us at the Pleasant View

Home and Regional Center, P.O. Box 426, Broadway, Virginia 22815.

If you have any questions about our proposal, please feel free to call me.

Sincerely,

John Doe

Executive Director
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|.F. Sample Letter to Metropolitan
Planning Organizations

Gary Christie

Executive Director

Central Virginia MPO

828 Main Street, 12 " Floor
Lynchburg, VA 24504

Dear Mr. Christie:

The Central Virginia Area Agency on Aging (CVAAA) is seeking capital assistance
from the Commonwealth of Virginia through the FTA Section 5310 Program to
purchase transportation equipment. As part of the application process, we are

required to notify our Metropolitan Transportation Planning Organization of our

proposed gran t request. If the project is approved by the Virginia Department of

Rail and Public Transportation (DRPT) and included in its draft Six -Year
Improvement Program released in April, we request that the project be included

in the annual element of the Transpo rtation Improvement Program (TIP), if
approved by DRPT. CVAAA is requesting funding to purchase three 9 -passenger
vans with lifts. The total cost of the project is approximately $300,000. The federal

grant is for 80% of the total cost with CVAAA being resp onsible for the 20% balance.

Our plan is to provide demand -responsive transportation for our senior clients in
the Lynchburg metropolitan area to agency -related activities, medical
appointments, grocery stores, and other destinations.

DRPT will notify the MPO of the applications that will be considered for approval.
At that time, we are requesting that the MPO incorporate the project in its TIP
under FY22.

If you have any questions about our proposal, please feel free to call me.

Sincerely,

John Doe

Executive Director
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.G. Sample Page from Quarterly Report

A B C D E F G H
Capital - Vehicle Work Plan

a1 a2 3 aa
October - December January - March April - lune July - September
(submit to DRPT in January's  (submit to DRPT in April's. (submit to DRPT in July's (submit to DRPT in October's
reimbursement request) reimbursement request) reimbursement request) reimbursement request)

Indicator Target / Actual

Requirement
Status

Enter your actual Enter your actuol

quarterin t

n one indica

3

4 Target| 1000 250 250 250 250

5 Actual| 0

. optonal Provide rides Number of rides E o 0_0% — — —

7 Comments|

8 Targe] ) ) 0 0

< Optional Provide rides Number of rides Adual u

10 Percent of Targef] 0 ) ) 0 0

1 2

12 Target]| 900 225 225 225 225

13 Required provide rides Number of rides provided Actual| o

14 {unlinked trips) | Percent of Target| 0.0% 0.0% 0.0% 0.0% 0.0%

15 Ce

16 Target| 550 138 138 138 138

17 . o 3 . Actual 0

1 Reauired Use accessibility equipment Lift count P — ToE oo o o oo

19 Comments|

20 Target| 30 8 8 8 8

21 ) Number of using Actuall 0

22 Required Use accessibility equipment mobility devices Percent of Target| 0.0% 0.0% 0.0% 0.0% 0.0%

23 Comments|

24 Targe] ) ) 0 0

25 Actual 0

26 Percent of Targef] 0 ) ) 0 0

27 2

28 Target]| o 0 0 o

29 Actual| o

n F———— - o o o
Agency Profile | Al Prajects WorkPlan | Operating Wark Plan |  Other Capital Work Plan | Capital Vehicle Work Plan | Tile Viand ADA | Charter Certification @ 4
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II.LA. Sample Title VI Notice

RIGHTS UNDER TITLE VI

THE CITY OF USA TRANSIT AUTHORITY

The City of USA Transit Authority (the Authority) operates its programs and services
without regard to race, color, and national origin in accordance with Title VI of the
Civil Rights Act. Any person who believes they have been aggrieved by any
unlawful discriminatory practice under Title VI may file a complaint with the
Authority.

CE|VAE| T Vsegl gl ADI sggVUggV[F]V v[fPgls]IsReV As
to file a complaint, please call XXX. XXX XXXX, (TTY / TTD XXX.XXX. XXXX or 711); email
title.vi. coordinator@city.ca.us; or visit our administrative office at XXX Main Street,

City of USA, State XXXXX. For more information, visit WWW.City.XX.Us

A complainant may file a complaint directly with the Federal Transit
Administration by filing a complaint with the Office of Civil Rights, Attention: Title

VI Program Coordinator, East Building, 5th Floor -TCR, 1200 New Jersey Avenue SE,
Washington, DC 2059 0

If information is needed in another language, please call XXX. XXX.XXXX.

(make sure the sentence above is also provided in any language(s) spoken by
Limited English Populations (LEP) that meets the safe harbor threshold (LEP
language groups that constitute 5% or 1,000 persons, whichever is less, of your total

Note: Only race, color, and national origin are covered by the Civil Rights Act of

1964. Do not expand the protected discrimination classes to include other classes

(e.g. age, sex, etc.). Your agency may enact a separate non -discrimination policy
for other classes; however, only race, color, and national origin are covered by the

Civil Rights Act of 1964.

Please make sure the Title VI Notice renders as HTML or accessible PDF document.
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I1.B. Sample Title VI Complaint Form

TITLE VI COMPLAINT FORM

Section I
Name:
Orme TFyes, check all at pply.
Telephone (Home)- [ Telephone (Wodk): ”):;‘Mm iy
Electromc Mail Address: o ——
Accessble Format | Large Pt | [ AndoTpe ] (FederlComt ________ []StteAgency
i ? [ TDD I I Other | [ State Court [ ]Local Agency
e you Bling B Tt oa your own beball? l T l o %mmm:mmnkmmwhmhmwmnw
*If you answered “yes" to this question, go to Section Il =
If not, please supply the name and relationshup of the person
for whom you are complaining: | Title:
[ Please explam why you have filed for a third party. Agency:
Address:
Please confirm that you have obtamed the permussion of the Yes No
aggrieved party if you are filing on behalf of a third party. ] Telephone:
Section III: Section VI
[ Tbelieve the discrimination | expenenced was based on (check all that apply): ame of agency complamt 1s agamst:
[]Race [ ] Color [ ] National Onigin Contact person:
Date of Alleged Discimination (Month, Day, Year): ____ Tile:
Explain as clearly as possible what happened and why you believe you were discriminated
against. Describe all persons who were mvolved. Inchude the name and contact information of Telephone number:
hm:)mﬁm&d}mmmwuﬂnmndm' fc
of any witnesses. If more space is needed, please use the back of this form. You ey stach smy writien ialt or ofher ik on that you think s relevant fo your
[ Have you previously filed a Title VI it with this Yes No
Section V St -
Have you filed this complaint with any other Federal. State. or local agency. or with any Federal
or State court?
[1Yes [INo

Please make sure the Title VI Complaint Form is in a downloadable PDF document.
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II.C. Sample Title VI Complaint
Procedures

TITLE VI COMPLAINT PROCEDURES

THE CITY OF USA TRANSIT AUTHORITY

Any person who believes they have been discriminated against on the basis of race,

color, or national origin by the City of USA Transit Authority (the Authority) may file

D O0s[ 6] VEr V/AEA1 ODS¢[ ValsV A¢ K1 6] [ s¢T VD KkVeuv i
form. The Authority investigates complaint s received no more than 180 days after

the alleged incident. The Authority will process complaints that are complete.

Once the complaint is received, the Authority will review it to determine if our office
has jurisdiction. The complainant will receive an acknowledgement Iletter
informing them whether the complaint will be investigated by our office.

The Authority has 60 days to investigate the complaint. If more information is
needed to resolve the case, the Authority may contact the complainant. The
complainant has 10 business days from the date of the letter to send requested
information to the inve  stigator assigned to the case. If the investigator is not
contacted by the complainant or does not receive the additional information
within 10 business days, the Authority can administratively close the case. A case
can be administratively closed also if the complainant no longer wishes to pursue
their case.

After the investigator reviews the complaint, they will issue one of two letters to

the complainant: a closure letter or a letter of finding (LOF). A closure letter
summarizes the allegations and states that there was not a Title VI violation and
that the case will be closed. An LOF summarizes the allegations and the interviews
regarding the alleged incident, and explains whether any disciplinary action,
additional training of the staff members, or other action will occur. If the
complainant wishes to appea | the decision, they have 15 days after the date of the
letter or the LOF to do so.

A person may also file a complaint directly with the Federal Transit Administration,
at FTA Office of Civil Rights, 1200 New Jersey Avenue SE, Washington, DC 20590.

Please make sure the Title VI Complaint Procedures render as HTML or accessible PDF
document.
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II.D. Sample ADA Notice

NOTICE UNDER THE AMERICANS WITH DISABILITIES ACT

THE CITY OF USA TRANSIT AUTHORITY

In accordance with the requirements of Title Il of the Americans with Disabilities
Act of 1990 (ADA), the City of USA Transit Authority (the Authority) will not
discriminate against qualified individuals with disabilities on the basis of disability
in its services, programs, or activities.

Employment:  The Authority does not discriminate on the basis of disability in its
hiring or employment practices and complies with all regulations by the U.S.Equal
Employment  Opportunity Commission.

Effective  Communication:  The Authority will generally, upon request, provide
appropriate  aids and services leading to effective communication for qualified
persons with disabilities so they can participate equally in our programs, services,
and activities, including qualified sign language interpreters, documents in Bralille,
and other ways of making information and communications accessible to people
who have speech, hearing, or vision impairments.

Modifications  to Policies and Procedures: The Authority will make all reasonable
modifications to policies and programs to ensure that people with disabilities have
an equal opportunity to enjoy all of its programs, services, and activities.

Anyone who requires an auxiliary aid or service for effective communication, or a
modification  of policies or procedures to participate in our program, service, or
activity, should contact our ADA Coordinator at XXX XXX XXXX
or title.vi.coordinator@city.ca.us as soon as possible but no later than 48 hours
before the scheduled event.

The ADA does not require the Authority to take any action that would
fundamentally alter the nature of its programs or services, or impose any undue
financial or administrative  burden. \

Complaints that an Authority program, service, or activity is not accessible to
persons with disabilities should be directed to our ADA Coordinator at XXX.XXX. XXX
or title.vi.coordinator@city.ca.us

The Authority will not place a surcharge on a particular individual with a disability
or any group of individuals with disabilities to cover the cost of providing auxiliary
aids / services or reasonable modifications of policy.

Please make sure the ADA Notice renders as HTML or accessible PDF document.
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II.LE. Sample ADA Complaint Form

FAST)

CITY OF FAIRFIELD
FAIRFIELD AND SUISUN TRANSIT (FAST)
Title II of the Americans with Disabilities Act
Section 504 of the Rehabilitation Act of 1973
Discrimination Complaint Form

Please fill out this form completely.
Print or type the information.
Sign and retumn this form to the address shown below.

Complainant Name:

Address:

City, State, and Zip:

Home Phone: Cell Phone:

Email:

Person discriminated against (if other than complainant):

Address:

City, State, and Zip:

Home Phone: Cell Phone:

Email:

Government, organization, or institution which you believe has committed a
discriminating act:

Complainant Name:

Address:

Note: This may be the same form used as the Title VI complaint form. However, it
must include an additional checkbox to indicate the nature of the discrimination
claimed (Race / Color / National Origin / Disability). A separate ADA complaint
form may also be used (as shown above).

Please make sure the ADA Complaint Form is in a downloadable PDF document.
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